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1 OB30P UHTEP®ENCA ITPUJIOKEHUS

1.1 T'naBHOe oKHO

OcHOBHOE OKHO TPWIOXEHUsl BBIIJISIAUT CliefytomuM obpazom (cM. Pucynok 902 ).

Maxens nanok KomaHpHoe MeHto  [MaHenb MHCTpyMeHTOB Pabodas obnactb
_J Bropsuwme - MypfficeMail - o X
4 Bxdaswme (]
& nonyuwrs v [W Coaparte 2] Aapecnan knura 3apaun |‘ﬁ1 Kanengapb ﬂ Metka v 57 BbicTpbiid dunbr| <3 CumxpoHmsauma O =
# ® HenpouwtakHsie ™ ®nar & Kowtakt @ Metku (1 Bromenus
i/oc /P @ Tema Astop Aara 1| B
- LENEC ) Undelivered Mail Returned to Sender @ MAILER-DAEMON@smm-techwr.mymfice.ru ... 05.07.2022, 22:23 &
sassa @ Enexa CmupHoea 05.07.2022, 22:26
= v
Mail Delivery System <MAILER-DAEMON@smtp-techwr.myoffice.ru> ¥ S « F O W oo

Tema Undelivered Mail Returned to Sender
Homy MHe

05.07.2022, 22:23
This is the mail system at host smtp-techwr.myoffice.ru. 2

I'm sorry to have to inform you that your message could not
be delivered to one or more recipients. It's attached below.

| Henpourammix:0  Beero:10 () Meponpuatia A

CTpoka cocTositHus

Pucynok 902 - OcHOBHOe OKHO NPUIIOXKEeHUS]

1.1.1 BapuanTsI pa30HBKH IJIaBHOI'0 OKHA

Cy1iecTByeT Tpy BapyMaHTa pa30MBKM OCHOBHOI'O OKHA IPUJIOXKEHUS.

1. Kmaccuueckuit Bun. B komangHom MmeHio BbibepuTe Bup > Pa3ouBka okHa >

Knaccnueckuii Bug (cMm. Pucynok 903).
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Pucynok 903- Kiaccuueckuit By pa30MBKY OCHOBHOTO OKHA

2. Hlupoxkwii Buj. B komangHoM MeHio BeiOepuTe Bun > Pa3ouBka okna > IIupoxmuii

Buj (cM. Pucynok 904).

Pucynok 904 - [ITupoxwuii Buj pa3oMBKY OCHOBHOT'O OKHA

3. BeprukanbHbiii Buia. B komaHgHOM MeHi0 BbibepuTe Bup > Pa3ouBka oxknHa >

Beprukansusiii Buj (cM. PucyHok 905).
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Pucynok 905 - BeprukanbHbiii BUJ| pa36vBKM OCHOBHOT'O OKHA
1.2 KomanpHoe MeHI0
[To ymonm4aHuio KOMaHIHOe MeHIO He 0ToOpa)kaeTcsl B TJIABHOM OKHe IPUJIOXKEHUS.
YtoOBI 0TOOPA3UTH/CKPBLITH TaHEIb MEHIO, BBITIOJIHATE OJIHO U3 CJIeAYIOIINX JeHCTBUM:

— IIeJIKHHUTe npaBoﬁ KJIAaBUIIIEH MBIIIM HA MaHeJIM 3aK/JIaJIOK U B KOHTEKCTHOM MEHIO

BbiOepuTe ¢uiarkok IlaHenb MeHIo;

—ecnu IlaHeNnb MHCTPDYMEHTOB IIOKa3aHa Ha OKpadHe, IIeJIKHHUTe IIO Heu npaBoﬁ

KJIAaBUIIIeM MBIIITH U B KOHTEKCTHOM MeHIO TIocTaBbTe ¢duiakok IlaHens MeH1o;

— ecnu [laHensb HWHCTPDYMEHTOB IMIOKd3dHd Hd 3KpdHe, HAXKMUTE Ha Hen KHOIIKY BbI3OBd

MeHio — (meHw MoitO¢uc Iloura), B nosiBuBIIEMcs MeHIO BbibepuTe Bupg >

IToka3arTs/ckpoITh > IlaHens MeHIo.

[Tomumo B3TOrO, ecnuM KOMaH/HOe MeEHIO0 YKe II0Ka3aHO Ha JKpaHe, [yig ero
0TOOpaKeHUsI/CKpBITUS CyllecTByeT NYHKT MeHi0o Bup > Iloka3zaTs/CkpeiTh > Ilanensn

MEHI0.

1.2.1 Paiin
Menro ®aiis coepXXUT CeIyIoIe KOMaH b
1. Co3marh — 1pu BEIOOpe JAHHOH KOMaH/Ibl OTKPBIBAETCS TTOIMEHIO CO CIJIeYIOIIUMU
KOMaHJaMU:
e Coobmenue Ctrl+N — co3math coobienue;
e Coo0brTre Ctrl+I — co3gaTh coOBLITHE;

e 3agaua Ctl+D — co3path 3amauy;



2.

e A~ W
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e ITanky — co3gaTh HANKy B COCTaBe BLIOPAHHOM TallKy;
e BupryasnbHyio manky — Co3/1aTb BUPTyaIbHYIO TATKY;

L4 HaCTPOI/ITb MOI0 YIETHYIO 3aIIMCh ITOYTBI — 11063BI/ITL YYETHVYIO 3allMCh;,

e JI[pyrue y4eTHbIe 3allHCH — 3allyCTUThb MacTep CO3[[aHUSl APYTHUX YUYETHBIX

3amucen;
e Kasnengapsp — 3amryCTUTh MacTep CO3[jaHKsI HOBOTO KaJleHAaps;
e KoHTaKT afipeCcHO KHUTH — CO3/IaTh HOBbIM KOHTAKT.

OTKpI)ITI) — IIpH BbI60pe JAHHOK KOMaHJbl OTKPLIBAETCA IIOJMEHIO CO

e JyIoIMU KOMdHldMU.

L4 OTKpI)ITI) COXpaHeHHOoe COOﬁIIIEHI/IB — OTKPLITb COO6H.[€HI/Ie, COXpdHEeHHOe

JIOKaJIbHO WJIM Hd BHeIIIHeM HOCHTeJIe,

e Paiiyibl KajIeHaaps — OTKPBITh Galibl KajeH1apsi, COXpaHeHHbIe JIOKAIbHO WU

Ha BHeIIIHeM HocCuTeJle.

3akpbITh Cirl+W — 3akpbITh npuioxeHue 6e3 BbIX0/IA U3 yUeTHOU 3aIIUCH.
Coxpanurts Ctrl+Shift+S — coxpanuts BeIOpaHHOe coobiieHue.
CoxpaHHTB H 3aKPBITh — COXPAaHUTh U 3aKpPBITh BEIOpaHHOE COOOIIeHue.

CoxpaHUTh KaK — COXpPaHUTh BHIOpAaHHOE COOOIeHHe JIOKAJTbHO WIA Ha BHEITHUN

HOCHTeJIb KakK daiyl WK 11abJIoH.

. HOJIy‘II/ITL HOBBIE COOﬁIJ.IEHI/Iﬂ AJid... — 3dlPy3UTh HOBbLIE BXOdIIne COOﬁIIleHI/ISI

JUISL TeKyIller Y4eTHOU 3alliCH, BCeX YUeTHBIX 3alrced Wid nanky JIokaabHbIe.

OTl'IpaBI/ITI) HEOTHpaBJIEHHBIe COOﬁI[IeHI/IH — OTHpaBI/ITb HeOTHpaBJIeHHbIe
COOOIIeHUS.
. ITogmucka... — HaCTPOUTH TTApaMeTPhI MOANMCKYA Ha BbIOPAHHBIE TIANKKM yKa3aHHOH

YYEeTHOU 3aIIUCH.

10. Yoanurhk — yaanuth nanky / coobiieHue / cobbiThe / 3afady B 3aBUCUMOCTHA OT

TeKyIlel akTUBHOM I1aHeJIU.

11. IlepeumenoBaTth nanky F2 — neperMeHoBaTh BbIOpaHHYIO MAIKY.

12. C:xaTh manKH — CKaTh COJIeP>KMMOe BCeX MalloK Y4eTHOM 3alMCH.

13. OuncTUTh NanKy «YAajieHHbIe» — OYUCTUTD NAMKY « Y ajIeHHbIeY.

14. ABTOHOMHasi paboTa — BKIIIOYHTH/BBIKJIIOUATH ABTOHOMHBIA PEXXUM U HACTPOUTH

IlapaMeTpbl pa6OTbI B dABTOHOMHOM peXUuMe.
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e Pa0oTaTh aBTOHOMHO — BKJIIOUEHHE/BBLIKJIIOUEHHe aBTOHOMHOI'O pexrnma

paboThI;
¢ 3arpy3uTh/CHHXPOHU3NPOBATh CeHYac — CHHXPOHU3AIIMs COOOIIeHUH;
¢ ITapamMeTpbI aBTOHOMHOM PadOTHI — HACTPOWKH aBTOHOMHOM PabOTHI;
e IToryuuTh COOOIIEHHSI CO 3Be30YKOM — [TOJTyYUTh IOMEeYeHHbIe COOOIIeHMS;
¢ IToryuuTh BBIJIeJIEHHBIE — TIOJTYYHUTD BbIJIEIEHHBIE COOOIIEeHUSI.

15. Ileyats Ctrl+P — HacTpouTh mapaMeTpbl TeYaTW M pacliedyaTaTb BbIOpaHHOE

coo0IeHMe.

16. BeIxon — BBIWTH M3 IPUIIOXKEHUSI.
1.2.2 IIpaBka
Mesnro IIpaBka cofiep>XUT CiieIyole KOMaH/Ibl:

1. Ormenurs Ctrl+Z — oTMeHUTH OCIeHEe BEIIIOJIHEHHOe IeHCTBHe.

N

IloBTOpuTH Ctrl+Y — noBTOPUTE NOC/IE[IHEE OTMEHEHHOE elCTBUE.

«

Bripe3zatrs Ctrl+X — nomectuTh BbliesieHHBIM ¢parMeHT B Oydep obMeHa C ero

HU3bIATHEM U3 TeKCTd.

4. KomupoBats Ctrl+C — nomectuth BblllelieHHbIN ¢pparmMeHT B Oydep obMeHa 6e3

ero U3bATHUA U3 TeKCTa.

5. BcraButrs Cirl+V - BcraButh copepxumoe Oydepa obmeHa B ykazaHHOe

KypCOpOM MeCTO.

6. Ynmanute coobmenne Del - mnepemectuth Tekyllee cooblijeHMe B IaNKy

«Y nanmeHHbIey.
7. BruIgeauTh — BBIIEIUTL COOOIICHHS.
e Bce coobmenns Ctrl+A — BuIieuTh Bce COOOIIeHUd B MaIKe;
e Oocyxnenne Ctrl+Shift+A — BeienuTh 06CyXIeHue;
e OTMeueHHBIE 3Be300YKOH COOOIIEHHs — BLIIEIUThL OTMedYeHHbIe COODIIeHHUs.

8. HaiiTh — HalTH yKa3aHHble GparMeHThl B COOOIEHUSIX, COOOIIeHNs IeJTMKOM WA

ajpeca.
e Haiitu B 3ToM coodomenuu Cirl+F — mouck B BeIeJIeHHOM COODIIIeHUY;
e Haiitu eme pa3 Ctrl+G — oBTOpHBIN MTOUCK;

¢ ITouck coobmenuii Ctrl+Shift+F — oTKpbITh Auanor movicka cooOIeHuH;
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¢ I'106a1bHBIN MOUCK — OTKPBITH TUAJIOT IVI00AIBHOTO TTOMCKA;
e ITouck aapecoB — pacIIMpeHHbIN PeXXHM MOMCKa B aJIpeCHOM KHUTe.

9. M30paHHass mamKa — BKJIIOYWTH/OTKIIIOYATH OTMETKY BBIOpDAHHOHM ITalK{ Kak

130paHHOM.
10. CBoiicTBa ManKu — HACTPOUTD ITapaMeTPbl BHIOPDAHHOM ITaIKH.

11. CBolicTBa KajIeHAApsl — HACTPOUTH IlapaMeTphbl BBIOPAaHHOI'O KajleH/1apsl.

1.2.3 Bup
Mento Bup cofiep>xut ciieffyroliyie KOMaH/bl:
1. IIoka3aTh/CKpBITB — HACTPOUTh COCTaB IlaHeslel, 0ToOpaXkaeMbIX B IJIABHOM OKHe
IIPUJIOXKEHNSI.

2. Pa30uBKa OKHA — KOMaH/la IpefHa3Ha4YeHa JiIsl BIOOpA BHUJA OKHA, a TaKXe JIJIs
BKJIIOYEHHS/OTKIIIOYeHNs] OTOOpakeHUsl IIaHeIM I1alloK, WHCTPYMEHTOB I1aHeslu

MarnokK ¥ 06JIaCTH IPOCMOTPA COOOIIIeHUH.

3. Ilamkm — BeIOpATh TUII IIAIIOK, KOTOPBIE clieflyeT 0ToOpaXkaTh HA MaHeId HaBUTaIlluu

IO TAIKaM.

3HaYKH — HAaCTPOUTDH BUJI 3HAYKOB (KOMIIAKTHbIE, OObIYHbIE, CBEPHYTHIE).
MeponpusiTusi — HACTPOUTH TTapaMeTpPbl 0TOOpa’keHUsI MEPOTIPUSITHIA.
Kanengapp — HacTpoUThb I1apamMeTpbl 0TOOpaXkeHUs! KajeHiapsl.

3agayu — HAaCTPOWTH ITapaMeTpbl 0TOOpaXkeHHUs 3a1ad.

e A

CopTHpoBKa — HACTPOUTb COPTHPOBKY COOOITIEHHI 110 CJIeTyIOIIUM ITPU3HAKaM: 110
KPUTEpHIO, 110 BO3pacTaH1I0/yObIBAaHUIO U TI0 0OCY>KJIeHUsIM/He 110 o0cy>xieHusM. C
MOMOIIbIO JAHHOM KOMaH/bl MOXHO TaKXKe BKJIFOYMTHL/OTKIIIOUUTH TPYIITUPOBKY

COO0DI1IeHNI TI0 MeTOTy COPTHPOBKH.

9. OOcyxmgeHHss — HaCTPOUTh IapaMeTpbl OOCY>KIeHWH (B3aWMOCBS3aHHBIX IeTI0YeK

COOOITIEeHU ).
10. 3aroy10BKH — HaCTPOUTH OTOOpakeHHe 3ar0JI0BKOB.
11. Teno coobmeHus: B BUge — HaCTPOUThL OTOOpaXkeHHe Tejla COOOIIeHUSI.

12. IToka3eIBaTh BJIOMKEHHUS B Tejle COOOIIeHHA — BKIIOYWUTL/OTKIIIOYUTH

oToOpa’keHHe BIIOXKEHHs B TeJle COOOIIIeHHUSI.
13. Macmrrad — HaCTpOUTh ITapaMeTphl MaciiTada.

14. UcnpaBuTHh KOAUPOBKY TeKCTa — BbIOPATh TUIT KOJIMPOBKU TEKCTA.
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15. Acxomusii TekcT Ctrl+U — oTKpBITh UCXOAHBIN KOJT B OT/IEJIBHOM OKHe.

1.2.4 Tlepexon

Mesmto Ilepexon coniepXUT ciieAyoIre KOMaH/bL:

1.

N o ok

Crenyromiee — T1epedTH K CJIeAyIOIMIeMYy COOOIIeHHIo, OOCYXXIeHUI0, Hejele

KaJieH1apsl.

. Ilpeapimymiee — nepeiTy K peibIAyIleMy COOOIeHUIO, Heflejle KajleH1apsi.

BHEPEI[, Hasap; — KOMaH/[ bl IIpeJHA3HdYeHbI JI4 I1I0C/IeJ0BAaTeJIbHOI'O JABUKEHHS 110

yCTaHOBJIEHHBIM BPeMeHHbIM OTPe3KaM KajleH/1apsl.
Ceromus Alt+End — BbIOpaTh Ha ceTke KajeHAapsl CeroTHSIITHUM JIeHb.
ITanka — nepeiiTy K BbIOpaHHOM TaIKe.

HepnaBHo 3akphIThIe BKJIAJKU — OTKPBITh HEJJaBHO 3aKPbIThIe BKJIA/IKH.

Havanbnas crpanuna Alt+Home — nepeliTy Ha JOMAIITHIOIO CTPAHUITY [TOYTOBOTO

KJIMeHTa.

1.2.5 Coobuienue

Mento CoobiieHue coiepXXUT Ciie/lyIolie KOMaHIbl:

1.
2.

9.

Cosgarn Ctrl+N — co3maTh coobiIiieHue.
OtBetuth Cirl+R — 0TBETUTDH OTIIPAaBUTENIO COOOITIEHNSI.

OrBerutrs BceM Ctrl+Shift+R — oTBetuTh OTHpaBUTENIO COOOINEHWS W BCEM

aJipeCaTaM JaHHOI'O COOGH.[EHI/IH, BKJIIOYas aipeCcaTOB B KOIIWH.

OtBeruth B paccbuiky Ctrl+Shift+L. — oTBeTuTh Ha NMUCHbMO, IMOJydYeHHOe U3

TPYIIBI PACCHUTKH.
Ilepecnars Ctrl+L — nepeciath BeIOpaHHOE COODbIIIEeHNe.

HEPECJIHTI) KaK — IlepecilaTb BbI6paHHOE COO6H.[EHI/IE KaK 494dCTb COO6H.[€HI/IH W

KaK BJIO)KeHHe K HOBOMY COOOIIeHUIO.
ITepenanpaBuThH — ITepeHANPaBUTh BBIOPAHHOE COODIIeHHe.

PepakTupoBaTh Kak HoBoe coodmienue Ctrl+E — pefgaktrpoBaTh cooOIieHre Kak

HOBOe.

OTtkperTh Ctrl+O — OTKPBITH BHIOPaHHOE COOOITIEHNe B OT/IeJIbHOM BKIIAJIKE.

10. OTkpeiTh B padroBope Ctrl+Shift+O — oTKpbITH B OT/IENBbHOM BKIIAKE MOIHYIO

IIeMI0YKY MHCeM, COZIep>Kalilyo BHIOpaHHOe COOO0ITeHue.
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12.
13.
14.
15.
16.
17.
18.
19.
20.

21.
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. Bmoxenus — KOMadHJ1d dKTHMBHA, eCJIk K BbI6paHHOMy IMMCbMY IIpUKPeIlJIeHbl KaKHe-

mubo ¢arnsl (BioxxeHus). [1py BeiOOpe KOMaH/IBI OTKpBIBaeTCs MIOJIMEHI0, KOTOpoe

COJIePKHUT CITMCOK 3THUX BJIOKEHWU X KOMAH/IbI JIJIs YIIpaBJIEHU:
L4 OTKPI)ITI) BCe — OTKPLITE BCe BJIOXKEHMH,

L4 COXpaHI/ITb BCe — COXpPaHHUTL BCe BJIOXEHHs B JIOKAJIbHYIO IIAIllKy WM Ha

ChbeMHbIN HOCHTeIb;

¢ YmaauTh Bce — YJAJIUTh BCe BJIOXKEHUS, IPUKPeIUIeHHbIe K [THChMY .
IIpucBOUTH MeTKY — YCTaHOBUTb METKY /IJIs1 BbIOPAHHOI'O ITMChMa.
OTMeTHTB — IPUCBOUTh OTKPBITOMY ITMCbMY BbIOpaHHBIHN CTaTYyC.
ApxuBHupoBarthb A — 1lepeMecTUTb BIOpaHHOe COOOIIleHNe B apXUB.
IlepemecTuTh B IaNIKy — I1epeMeCTUTh COOOIIIeHNe B BLIOpaHHYIO MallKYy.
KonupoBaTs B nanky — KONMpoBaTh COOOIIeHre B BHIOPAHHYIO IallKYy.
IToBTOopuTts nepememenue Ctrl+Shift+M — nepemectuTh cOOOIIIEHHE TOBTOPHO.
Co3nath PuabTp — HACTPOUTH GUIILTPALIMIO TIHCEM.
IIponycruts oocyxaenue K — nprcBonTs coobiieHuio otMetky IIpomycTuTs.
IIponyctutre Berky obcyxaenus Shift+K — npucsouts otmerky IIpomycTuth
BCel BeTKe, KOTOPOM IIPUHAJIeXXUT BEIOPaHHOe coobIieHue.
OtcinexuBaTh o0cy:xaeHue W — NpucBoUTb OTMeTKy OTClIeKHBaTh IelouKe,

KOTOPOM MPUHA/IJIEXXUT BHIOPAaHHOE COOOITIeHNe.

1.2.6 CoObITHS ¥ 3amaun

Mento CoOBITHSA M 3a/1a4U COJIEPXKUT ClIelyIolie KOMaH/bl:

S-S

. HoBoe coowrTHe Ctrl+I — co3nars cobbiTHe.

Hogag 3amaua Ctrl+D — co3nats 3agauy.
Kanengaps Ctrl+Shift+C — oTKpbITh KasleHIaph.
3agauu Ctrl+Shift+D — oTkpeITh TaHesNb 33/1a4.

DKCHOPT KajJleHAApsl — SKCIIOPTUPOBATh KajleHJjapb B YCTaHOBJIEeHHOM ¢dopMare Ha

JIOKaJIbHBIW WU BHEIIIHUN HOCUTEeIb.

. I/IMIIOPT — UMIIOPTHUPOBATL KaJIeHdPb B YCTdHOBJIEHHOM cl)opMaTe C JIOKaJIBHOI'O

WJIM BHeIITHeIro HOCHUTeJIs.

. ITyboukamus — ony6/IMKoBaTh BHIOpAHHBIM KajleH/1aphb.
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8. OTnmcarbcs oT BbIﬁpaHHOI‘O KajneHaapa — YIaJIMTb W3 CIIMCKa KdJleH[dpb,

MO/ITMIMCKA HA KOTOPbIN 0popMIieHa T0JIb30BaTeIeM.
9. OTMeTHUTH BHINOJTHEHHBIE — IOMETUTh BbIOpAaHHbIE 3a7]Ja4M KaK BbIIIOJTHEHHBIe.
10. IIpuopureT — yka3aTb IPUOPUTET 3a/Ia4H.
11. OTnoxuTh 3aKa4y — HACTPOUTh ITapaMeTPhbl OTIIOKEHHOW 3a/IaYH.

12. HaiiTi coOBITHS — 0TOOPA3UTh/CKPHITh TTaHe b TIOUCKA COOBITHH.

1.2.7 NucTpyMeHTBI

Mento MHCTpYMeHTBI COJIEPXKUT CJIeTyIoIe KOMaH/Ibl:

1. Anpecnas kaura Ctrl+Shift+B — oTKpBHITb aJpeCHYIO KHUTY.

2. Coxpanennsie ¢aitnbl Ctrl+J — OTKpBITH CIIMCOK BCeX COXpaHEHHBIX (ailioB B

HOBOM BKJIaJIKe.

I[OIIOJIHEHI/IH H TeMbI — OTKPbITb BKJIAIKY YIIDABJIEHW A NJOIIOJIHEHUAMMN.

Jucnerdep paboThI — 3allyCTUTD AUCIIETYEP PAOOTHL.

PunbTPHI CO00IIEHUI — CO3[aTh, HACTPOUTh WIH YIAIUTh GUILTPHI COOOIIeHU.

SR

IIpumenuTs QUIBLTPHI K NamKe — IPUMEHWUTb AKTUBHBIA HAb0Op (UIBTPOB K

BbIOpaHHO TarKe.

7. IlpumennTs QUILTPHI K COOOIIEHHIO/BBIJIEJIECHHBIM COOOIIEHUSAM — IPUMEHUTH

aKTUBHBIM HAO0P PUIBTPOB K TeKYIlleMy MM BbIOPAaHHBIM COOOIIIEHUSIM.

o

3anycTuTh B IIaNKe aHTH-CIIaM GUIBTPHI — 3aITyCTUTh aHTU-CIIaM QUIIbTPHI.

©

Yaanure cooOIeHHsT IOMeYeHHbIe KaK CHaM — YIalIdTbh COOOIeHus,

OTMeYeHHbIe KdK CIIdaM.

10. UIMmopT — 3amyCTUTh MacTep MMIIOpPTA COOOIEeHUM, aJipeCHbIX KHUT U JIPYTUX
JTAaHHBIX TPUIOXKEHUS U3 YKa3aHHbBIX 110/1b30BaTejleM UCTOYHUKOB.

11. Menemxep kintodeir OpenPGP — oTKpBITh [UANOroBoe OKHO CO CIIMUCKOM KITIOUel
OpenPGP.

12. MHCcTpyMeHTHI pa3paboTyuka — OTKPBLITh IaHelb pa3paboTyMKa WM IaHellb
OIIUOOK.

13. Ctepers HenaBHIO uctopuio Ctrl+Shift+Del — ynanuts >xypHasna nocelieHui,
Kelll, KyKH 3a BbIOpAaHHBIM [1epUO/I.

14. Hactpoiiku cunxponusamun (MoitOduc IToura) — 3anyCcTUTh CUHXPOHHU3AIHIO

aKKayHTOB.
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15. IlapamMeTpb! y4YeTHOH 3am¥MCH — HACTPOUTb IlapaMeTpbl AKTUBHOW Y4YeTHOW

3dllrCH.

16. HacTpo#Ku — OTKPBITh HACTPOMKY IIPUJIOXKEHUS.

1.2.8 CnpaBka
Mesntio CripaBKa COEpXKUT Clie/lyIolle KOMaH/ Ibl:
1. CopaBka o MoiiO¢uc IToura F1 — oTkpbITh B OTAeNbHOM BKIajike PykoBoncTBo
[Tonb3oBarernsi.

2. Nudopmanusa st pemieHHsi MpodJeM — OTKPBITh CTPAHUIy C TEeXHUYECKOH

nHbopMaIirel o0 MPUWIOXKeHUH JJisl pellleHUs] BO3MOXKHBIX IIPO0JieM.

3. O MoiitO¢uc IToura — OTKpPBHITH OKHO C OCHOBHOM MH(pOPManyen 0 NpHUIOKeHNH.

1.3 Ilanennb HHCTPYMEHTOB

YT0o6b 0TOOPA3UTH/CKPHITH ITaHEeIb WHCTPYMEHTOB, BBIIOJHUTE OJHO U3 CIIeQYIOIIHUX

IeCTBUM:

—eCM KOMaHJHOe MeHI0 OToOpaxeHO, BblOepuTe B HeMm ¢uaxok Bum >

Iloxa3zaThs/ckpbITh > IlaHeIb HHCTPYMEHTOB IOYTHI;

— IIeJIKHUTe HpaBOﬁ KJIAaBUIIIEH MBIIIMA B IIaHEJIW 3aKJIaJlOK U B KOHTEKCTHOM MEHIO

BbIOepuTe ¢uiaxkok IlaHesnb HHCTPYMEHTOB MOYTHI;

— eCjii IIdHeJIb HWHCTPYMEHTOB IIOKd3dHd Hd 3KpdHe, IIIeJIKHUTe II0 Heu HpaBOI;'I

KJIaBUIIIEM MBIINIK M B KOHTEKCTHOM MeHIO BbiOepute ¢rnaxok Ilanensn

HHCTPYMEHTOB II04YTbI;

— eCJIM IdaHeJIb UHCTPYMEHTOB IIOKd3dHd Hd 3KPdHe, HA’)XMUTE KHOIIKY BbI30Bd MEHIO

— (menio MoiiO¢uc Iloura), B mosBUBIIEMCS MeHIO BblOepute Bup >

IToka3aTh/ckpsoITh > IlaHe b HHCTPYMEHTOB NOYTHI.
[TaHesnb MHCTPYMEHTOB IVIABHOT'O OKHA IPUJIOXKEHUS COAEPXKUT CJIeIyIoIe KHOIIKU:

1. IlomyuuTh — 3arpy3uThb BXOJslMe COOOIeHUsl /AJis OCHOBHOM Y4YeTHOW 3allucy
nosib30Baress. UToObI 3arpy3uTh BXOZMIIHE COOOIIEeHUs IJis JPYroM y4eTHOU
3aIlUCH, HAXMHWTe Ha CTPeJIKy CripaBa OT KHONKA IlosyduTh ¥ B BBINAIAOIIEM
CITMCKe BbIOEpUTEe TpeOyeMyl0 Yy4YeTHYI0 3amuch. UTOOBI 3arpy3uTh BXOJAIIHe
COOOIIeHHs U1 BCEX YUETHBIX 3aIlTUCeH MOJIb30BaTeIsl, HAKMUTE Ha CTPEeJIKY CITpaBa

OT KHOIIKH HOJIy‘II/ITb M BBLIIIOJIHUTE KOMdHIY Bce HoBbIE COOﬁIIIEHI/IH. HpI/I
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HaBeJeHNMHU KYypCOpa MbIIIKM Hd KHOIIKY BO3HHKdET BCILUIbIBAIOMIAsd II0ACKAa3Ka

«ITomyaursb HOBbIe coobmenus anst [MMS YUYETHOU 3ATTMCH]».

2. Co3paTth — co3zarb HOBoe coobiieHve. I1py HaBeleHNMY Kypcopa MBIIIM Ha KHOIIKY

BO3HHMKdEeT BCIUIbIBAIOIIAA ITOJCKA3Ka «COS}IHTI) COO6III€HI/IG».

3. AnpecHasi KHUTA — OTKPBITh aJjpecHyio KHUTY. [Ipy HaBefgeHUM Kypcopa MBIIIA Ha

KHOIIKY BO3HHKAET BCINIbIBAIOIIIAA ITOJCKA3Kd ((OTKprTb dIPpeCHYIO KHUT'Y)».

4. 3amauM — OTKPBHITb BKJIANKY 3a/ia4. [Ipy HaBeJeHWM KypcOpa MBI Ha KHOIIKY

BO3HHMKdeT BCIIbIBAIOIIAA ITOJCKA3Ka «OTKprTb 3a1a4mn».

5. Ka.nermapb — OTKPBITb KdJIeHIdPb. HpI/I HaBeIeHNH KYpCOpPd MBI Hd KHOIIKY
BO3HHMKAET BCIIJIBIBAIOIIAA ITOACKA3Ka «OTKpI)ITI) KajieHaapb».

6. MeTka — OTKPBLIThH CIIMCOK KOMAdHA IJid YIIPpABJIEHUS MEeTKdMU COO6LH€HHﬁ. HpI/I
HaBeleHNMHU KypCOpd MBbIIIKM Hd KHOIIKY BO3HHUKA4ET BCIUIBIBAIOIIAS IIO0CKd3Kd

«IIprcBONTH COODIIIEHUIO METKY.

7. BpicTpBlii QUABTP — OTOOPA3WUTL/CKPBITH MaHenb ObicTporo dunbrpa. [lpu

HaBeleHNMHU KypCOpa MBIIIN Hd KHOIIKY BO3HHUKdET BCILUIBIBAIOMIASA IIOACKA3Kd

«PubTpariys CoobIeHUN».

8. CI/IHXPOHI/IBHHI/IH — OTKPBLITb OKHO CHHXPDOHHU3dIIMHW dKKdYHTOB. HpI/I HaBeleHNn

KypCOpa MbINIM HA KHOIIKY BO3HHKAET BCIUIbIBAIOIIAA IIOACKA3Kad «OTKprTb

HaCTpOI;IKI/I CHUHXPOHU3aAI[N».

9. — (OtkpeiTh MeHw MoiO¢uc Iloyra) — OTKPHITH MEHIO MPUJIOXKEHHUS
«MoitOduc Iloura». Ilpy HaBemeHMM Kypcopa MBIIIM HAa KHOIIKY BO3HUKAaeT

BCIUIbIBatOMIas nojickaska « OTkpbITh MeHI0 MyOfficeMaily.

KpOMe TOr'0, Hd IIdHeJIM WHCTPYMEHTOB pPACIIOJIO’KE€Hd CTPOKa I7100aJILHOTO TIOMCKa

I CEeM.
1.4 Ilanenrn namok
Ha nmanesnu manok mo yMo/T4aHHIO OTOOPaKalOTCs ClieTyIolye TanKu:

1. Tlanka «HamMeHOBaHWe y4YeTHOM 3allMCH» COMEPXKUT CIIeIyIoIre BIIOXKeHHbIe

IIaIIKK.

— «Bxopgmue» — COJIep’KHUT BXOJAINYIO KOPPeCIIOHAEeHIIWIO I10JIb30BdTeJIA;

— «YepHOBUKM» — COAEPXKUT COXpaHeHHble YepHOBUKH COODIIeHMH 110Ib30BaTeJIs;
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— «OTnpaBiieHHbIe» ~ —  COHEepXXUT  OTIPaBJIeHHYI0  KOPPEeCIOHJIeHIUIO

II0JIb30BATeJIA,;

— «APXUBBI» — COJIEP>XKUT KOPPEeCIOHJIeHITUIO, IlepeMellleHHYI0 M0Jb30BaTejileM B
apxuB. /JlaHHas Tmanka TOSBJSETCS Ha I[aHeJd I[alloK II0Cjie TOro, Kak

I10JIb30BAdTeJIb BIlepBble ITepeMeCTUT Kakoe-I100 COO6HI€HI/IQ B dPXUB;

— «Cnam» - COlep’KUT COMHHTEJIbHYIO BXOOAIIyIO KOppeCInoHJeHIIHIO0,

OllpeieJIeHHYIO 110 psily KpUTepHUeB KakK CIlaM;

— «YpaneHHbIe» — COIEPXHUT yaJIEHHYIO I10JIb30BdTe/IeM KOpPPeCIIOHJeHIIUIO.
2. Ilamka «JIokanbHBIE ITAIKK» COAepXUT Ciiefyrolnre BJIOXeHHbIe ITdITKH:

- «y):[aJ'IeHHbIe» — COIEepPXUT KOPPeCIIOHAeHIINI0, YdaJIeHHYIO I10JIb30BaTesieM I1pru

pa60Te B dABTOHOMHOM peXHMe;

—«HCXO,E[HH_[I/IQ» — COOEpXUT HUCXOOAIIYHO HEOTIIPABJIEHHYIO KOPPeCIIOHOeHITUIO

I10JIb30BATeJId.

B mroboi us nepedrc/IeHHbIX IIAIIOK, 34 HWCK/IIOYEeHUuEM «JIokanpHBIe TIAIIKHU» >

«Hcxopgmiuey, MOT'YT COJiep>KaTbCs IIaIIKH, CO3[IdHHbIE I10JIb30BaTeIeM.
YToObI IMPOCMOTPETL COoepKUmMoe KaKOM-T100 MaNKH, IeJIKHUTEe 110 Her MBIIIbIO.

YT0b6bI CKpPBITH/OTOOPA3UTh MaHeIb MAaloK, B KOMAaHIHOM MEHI) CHHUMUTE/TIOCTaBbTe

dnaxoxk Bua > Pa3zouBka okHa > Ilanens mamnok.
CoyeTaHusl KJIaBUIII 1S TAHEJIH TaIoK:

e F2 — nepeumeHOBaTh Marky;

e Del — ynanuth namnky.

1.5 Pabouas o0/1acTh
1.5.1 Cucok coo0meHuit

Cnucok coobieHuit npefcTaBjieH B BUJle Tabiuibl. B 3aronoBkax cTOIOIOB TabIUIbI

COZiepXKaTcd clieyromye MHCTPYMEeHThI AJis COPTUPOBKU ITNCEM:

1. q— — 0TOOpa3uTh COODIIeHUs B BUJle JepeBa. B iepeBe cooOleHU poaUTeIbCKUM
3JIEeMEHTOM SIBJISIETCSl TlepBoe COODIleHre B IeM0YKe IMepernucky, a JOUYepHUMU —

MOCJIeTyIOIHe COOOITeHUSI.

2. O_ COpPTHUPOBATh COOOIIEHUS 10 MPHU3HAKY TPOYHUTaHHbIe/HEITPOYHUTaHHEIe.
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3. P COPTHUPOBATh COOOITIEHUS 110 HAIMYHIO/OTCYTCTBUIO driara.

. 0 _ COPTUPOBATh COODIIEHUS TI0 HATMYHIO/OTCYTCTBHUIO BIIOXKEHUH.

N

5. Tema — coprupoBaTh cooOIleHus1 110 TeMe (M0 ajipaBUTy B MPSIMOM U 0OpaTHOM
Mopsifike).
6. ABTOp — COpPTHMPOBaTh COOOINEHUs IO aBTOpPy (OTHPAaBUTENI0) MO aidaBUTy B

IMpsaMOM U 06paTHOM Iopsjke.

7. IlaTa — copTUpoBaTh CO0DbIIeHus 10 AaTte (10 BO3PACTAHUIO U yObIBAHUIO).

g v _

HACTPONUTL COCTdB CTOJ'I6LIOB Ta6J'II/II_[bI IIpru I10MOIIA YCTaHOBKI/I/CHHTI/IH

dIakKOB paCcKphIBAIOIIErocs CIUCKA.
CoueTaHus KJIABUIII [JIs CIIUCKA COOOIIeHUI:

e Ctrl+P — pacneuararts coobiiieHue;

e Ctrl+S — coxpanuTth coobiieHue kak ¢aiir;

e Ctrl+U — nmpocMoTpeTb UCXOHBINA TEKCT COODIIEHHS;
e Ctrl+A — BBIOpaTh BCe COODIIEHNS;

e Ctrl+Shift+M — mnepeMecTuTh/KONIMPOBaTh COODIEHME B IpeAbIAYIIYIO IeJIeBYIO

TMarkys;
e Del — ypanuthb coobiiieHue;

e Shift+Del — ymanuth coobiienue 6e3 BO3MOXHOCTH BOCCTAaHOBJIEHUSI;
e 1 -9 — npucBoUTh MEeTKy COODIIIEeHNUIO;

e ) — ymanuTh METKY COOOITIeHUS;

e M — oTMeTuTb CO0bIIeHHe KaK MTPOYUTaHHOE WK HelIPOUYUTAHHOE;

e R — ormeTuTh 06CYyX/IeHHe KaK MPOYUTAHHOE;

e Shift+C — oTMeTUTh BCE KaK IPOYUTAHHOE;

e C — OTMeTUThH KaK MPOYUTAHHOE T10 JIaTe;

e J — OTMETUTDH KaK CIIaM;

e Shift+J — orMeTUTH Kak He cIIaM;

® S — yCTaHOBUTB/yaUTh ¢iar;

e Space — MpOKPYTUTh BHU3 TeKylllee COOOIeHHe, 3aTeM IepedTu K CiieAylolemMy

Helmpo4YnuTaHHOMY COOGH.[GHI/IIO;
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e F — mepeiiTu K ciie1yroIieMy CoOOIeHHIO;

¢ B — mepeliTH K IIpebIIyIeMy COOBIIeHHIO;

e T — mepeiTi K CielyIoeMy HElTPOYUTAHHOMY OOCYXKIEHHIO U OTMETUTb TeKyllee
obcyxaeHre Kak IpOYUTaHHOe;

e | — mepeiTH K CieyroIeMy IPOCMOTPEHHOMY COODIIEHUIO;

e [ — nepelitTy K IpefbIIyIleMy IIPOCMOTPEHHOMY COOOIIIeHHUIO.

1.5.2 O6sacTs mpocMOTpa COOOIIeHHI
B o6umacTtu npocMoTpa cooblieHnii cofepixarcs:
1. ITanens 3arosnoBka coobuieHus: MHPOpManusl 06 OTIpaBUTesle, IOJIydarese, TeMe
CoO00I1IeHNs U 1aTe OTIIPaBKHY.
2. llaHenb UHCTPYMEHTOB.

3. Obmactb OTOOpa’keHWsI COMepXKaHHWsI COOOINEeHHs, BBIODAHHOTO B  CITHCKe

COOOILePHUH,

4. TlaHens BIIOXKEHUIA.

1.6 Crpoxka cocrossuus

B CTPOKe COCTOAHUA 0To6pa>KaeTc;[ dlegyroniasa I/IHCl)OpMaI_[I/IHI

— CTaTyC ¥ MPOTPecc 3arpy3KH COODIIeHHIA;
— KOJIMYeCTBO HEeIIPOYUTaHHbIX COO6H1€HHﬁ B I1aIIKe;

— o0111ee KOJIMYeCTBO COODIIeHUH B MalIKe.

(&) w A
200NpHATHA
TaK)KE B CTpOKe COCTOSHHUS HAXOOUTCA KHOIIKA POTip , HpI/I IIOMOIIIn

KOTOpOﬁ OCYIIeCTBJIAeTCAI BKJIIOYEHHE/OTKIIIOUeHHe OTO6pa>KeHI/IH HaHeJId MepOIIPUSTHM.

1.7 TI'opsiuue K1aBULIN yIIpaBJIeHUsI OKHAMHU U BKJIaAKaMHU
e Tab — nepexo k ciieyoIemMy ajeMeHTy UHTepdeiica;
¢ Shift+Tab — mepexo k mpenwiayiieMy 37eMeHTy UHTepdeica;
e F6, Ctrl+F6 — nepexog k cieayroliei aHely MPUIOXKeHNs;
¢ Shift+F6, Ctrl+Shift+F6 — nepexof k mpefbiyiiei maHeId MPUIOXKeHHS;
e Ctrl+Tab, Ctrl+PageDown — ciienyroriasi BKIaJiKa;

e Ctrl+Shift+Tab, Ctrl+PageUp — npenbiyiiasi BKIaJIKa;
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e Ctrl+1 — pomarHss BKIagKa MPUIOXKEHHS;

e Ctrl+2-8 — Bxytanku c 2 1o 8;

o Ctrl+9 — mocnenHsas BKIagKa;

e Ctrl+Shift+B — anpecnas kHUra;

e Ctrl+J — coxpanénnbie Gaubl;

e F1 — crnpaBka;

e Ctrl+Shift+I — uHCTpyMeHTbI pa3paboT4HKa;

e F8 — nepexiitounTh 00/1aCTh MPOCMOTPA COODIIEHHS;

o Alt, F10 — nepexitouuTh NaHeIb MeHIO (€CJIU CKPbITA);
e Shift+F10 — moka3ars KOHTEKCTHOE MeHIO;

e Win+| — cBepHyTb Tekyliee OKHO;

o Ctrl+W, Alt+F4, Ctrl+F4 — 3akpbITh OKHO WJTM BKJIAJIKY;

e Ctrl+Shift+T — BoccTaHOBUTH 3aKpBITYIO0 BKJIAJKy (BOCCTAHOBUTb U TEperTH K

nocyeqHen 3aKpbITON BKJIA/IKe);

o Alt+F4 — Boiiitu u3 MoiiOduc [louta — BbIXO]T U3 IPUIIOXKEHUSI.

2 TIIAIIKA
2.1 Hacrpoiika Buja maHeJu Namox

HJ’IH BKJIIOYEHHMS / BBIKJIIOUEHMS IaHeJel MaIloK BbI6epI/ITe IMYHKT KOMdAHJHOI'O MEHIO

Bupn > PasouBka oxua > ITaHens nmamnox.

Jlns HacTpoMKM BHUA MaHeJield ManoK BblIOepuTe MYHKT KOMaHJHOrO MeHI0 Bupm >

ITanku. B PaCKpbIBIIEMCA ITIOAMEHTIO OTO6p83$[TC$[ BAPHUAHTbBL 0T06pa)KEHI/I$[ I1aIIOK:

1. Bce. OTobpakaroTcs BCe Marku.
2. Oobegunennnre. OTOOPaXKAIOTCS MAMKH, 00beIUHEHHBIe B 00111e (oiephl.

3. Hempounrannble. OrTobOpaxaloTcsi Malku, CcofepXkallde  HelpOYUTaHHbIe

BXOJISIIIIIe COOOIIIeHMUSI.
4. V3opannble. OTOOPAXXalOTCs TANKK, IOMEYeHHbIe KaK U30paHHbIe.

5. HemaBHO oTKpBITHIe. OTOOPa)XKaIOTCSI HEJABHO OTKPBIThIE MAIKH.
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[Ipu BriOOpe MeHi0o Bup > Ilanku > KommakTHBIN BHJ NMPOUCXOAUT OTOOpakeHHe
[IalIOK B KOMIIAKTHOM BHJle, TO eCTb OTOOpa)KaloTCs TOJBKO 3a/laHHble Ianku 0e3 Iokasa

POANTEeIbCKHUX IIaIlOK.

CYH_IECTBYQT BO3MOXXHOCTD IIOKa3dTb WM CKPBLITH KOJIOHKHU B IIaHEJIN IIdIIOK. HJ’IH 2TOro

BBITIOJIHUTE CJIeAyrouiye IerCTBUS:

1. Bxirounre 3arojoBOK IIaHEIH IIaIioK, OJid 3TOro BbI6epPITe IIYHKT KOMdHJHOTI'O

MeHO Bupx > Pa3ouBka okHa > UHCTpyMeHTHI ITaHEIH MAIOK.

2. Ilo HakaTuio Ha KHOIIKY Eﬂ WJIK Ha IIPABYIO KHOIIKY MBbIIIN B 00J1aCTH 3arojIoBKa
OTKPbIBAETCA BCIUIbIBAIOIIlee MEHI0 CO CIIMCKOM OOCTYIIHBIX [JId OTO6pa>KEHI/I$I

KOJIOHOK (cM. PucyHok 906). YToGpl mokasaTb WM CKPBITh KOJIOHKY, BblbepuTe

W
3JIeMeHT cimcka. CHUMBOJIOM 6YZ[YT I1oacCBe4YeHbl Ha3BdHHWS BHIHWMbBIX KOJIOHOK.

__________________________________________________________________________|]
Kma HenpodynTadHele  Bocero B

~ [ MNovta gnA ...ffice.rus +  HenpounuTaHHkle

F.] BxogsAume v Beero

FPaamep

[ YepHoBMEKM

OTNpaBnNeHHbIE

Pucynoxk 906 - MeH10o HacTpOWKY 0TOOPa’keHUs! KOJIOHOK
2.2 Co3maHue nanku
YToOb!I cO3/1aTh HOBYIO MAIMKY /JIs COOOIIIEHUH, BBITIOIHUATE CJIeAYIOIIre AeiCTBUS:

1. Brimomnnaute KOMaHy CO3dHUS TIalIKW OHUM U3 CJIIeJyIOoInuX CIT0CO0O0B:

— Ha [IdHeJIM IIdIIOK BblJeJIMTe IIdIIKy, B COCTdBe KOTOpOI;’I alegyer Cco3ndTb

BJIOJKEHHYIO IIAIIKY, 3d4dTeM BbI6epI/ITe ITYHKT KOMdHIOHOT'O MEHIO Paiin >

Co3snars > [lanky;

— Ha MaHeJIU MAlOoK IeTYKOM MPaBOM KHOIIKYM MBIIIY BbIJIEJIUTE TAIKY, B COCTaBe
KOTOPOM CJleJlyeT CO37]aTh BIJIOXKEHHYIO IafKy, 3aTeM BBITIOJIHUTEe KOMaHY

KOHTEeKCTHOI'O MeHIO COBHEITB HarKy.

2. B oxuHe Co3naTh nanky BbIOJIHUTE CJleyIoIye JeHCTBUS:
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— B 1tosie Ama YKa’KuTe Ha3BaHHe HOBOM MAaIKW;

— IIpU HeOOXOAMMOCTH 3a/IalTe POJIUTENTbCKYIO IMANKy C ITOMOIIBIO BBIMA/IAl0IIEero

cnrcka Co3maTh KaK BIIOKEHHYIO IAIKY;

— HaxxmuTe kHOTKy Co3aTh manky.

Ecmm mamka Opwia co3mana B BeO-mpwiioskeHnn «MouOduc Ilouray, To mis ee

OTO6pa>K€HI/I$I B HACTOJIbHOM IIPDWIOXXKEHHWHW HaXMHWTe Ha I[IdHeJlM HWHCTPYMEeHTOB KHOIIKY

IoxyunTs.

2.3 IlepemMeHOBaHHe MANKH

KOMaH)Ia HEPEI/IMEHOBBTI) OOCTyIIHA [JIA TIIAllOK, CO3OdHHBIX IIOJIb30BATEJIEM

BPY4YHYIO.
YT0OBI IeperMeHOBaTh NAIIKY, BHIIIOJHATE ClleJyIollye NeHCTBUS:

1. BI)II[eJ'II/ITe IIalIKy Ha [IdHeJIH TdII0K.

2. BrimonauTe KOMaHYy IleperMeHOBaHNW OJHUM U3 CJIeAYIOMUX CIT0CO0O0B:

— BbIOeprTe MYHKT koMaHHOoro MeHIo Paiin > IlepeMeHOBaTh NMaNKy;

— HIeJIKHUTe II0 IIdIIKe HpaBOf/'I KHOIIKOM MBI W BBIIOJIHUTE KOMaHOy

KOHTeKCTHOI'O MeHIO HEPEI/IMEHOBaTb;

— HaxkmuTe kiaBuity F2 Ha kiaBuarype.

3. B OTKPBIBIIEMCS OKHE HEPEI/IMEHOBaHI/IE IaITKH YKa’)KUTe HOBOE Hd3BdHHe IIdIIKH U

HaxmuTe KHOTKy IlepernMeHOBaTh.
2.4 YnaneHue nmamnku
W3 nepeBa marok MOXHO YJaJIsITh TTAlIKY, CO3/TaHHbIE TT0JIb30BaTejleM BPY4YHYIO.

YTtoOhI YAAJIUTDh MAIIKY, Ha I[IdHEJIM IIdIIOK BbIJAEJIUTE IIdIIKy JIEBOM KHOIIKOM MBIIIIH,

Jlajiee BBITIOJTHUTE OJTHO U3 CJIEAYIONINX JIeACTBUM:

— BbIOepUTe MyHKT KOMaHIHOro MeHio ®ai1 > YaaauTh Nanky;

— BBIIIOJIHUTE KOMdaHy KOHTEKCTHOI'O MEHIO YHHJII/ITI);

— HaxkmuTe kiaBuiny Del;

ITamka repeMeCTHUTCH B IIAIIKY «Y,[[EIJ'IEHHBIE».
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2.5 Oumncrka nmamnku «YnajJeHHeie»

B nmanky «VYpaneHHbie» mepemeliaiOTCsl Bce yAajlleHHble Mankyd U coobiieHus. YTobbl

OYUCTUTH TAMNKY « Y JaJleHHbIe», BBITIOJTHUTE OJTHO U3 CIeAYIOMNX JeHCTBUM:

— BbIOEpUTE MYHKT KOMaHIHOTO MeHI0 Paiin > O4uCTHTh NankKy «YxajJeHHbIey;

— Ha IIdHEeJIM TIAlIOK BbIJEJINTE IIaIIKy «YJIEUIGHHBIE» HpaBOfI KHOIIKOM MBIIIA U

BBIIIOJIHUTE KOMdHAy KOHTE@KCTHOI'O MEHIO Ouncrurh HafrKy «YHaJIEHHLIe».

2.6 TTommucka Ha MaINKH

Z[JIS[ OTKPLITHA OUAJIOra IOAIIMCKH Ha IIOJIy4YeHHe ITHCeM B IIallKK BBIIIOJIHUTE OJHO M3

CIIeIYIOIUX TeUCTBUM:

— BbIOeprTe YHKT koMaHHoro MeHIo Paiin > Iloamucka;

—Ha [IaHe/JM [anoK BbibepuTe KMMs akkayHTa UM Ha maHenu Iloura pna <Hmsa

aKKayHTa> HOKMHTE KHOIIKY [ Ynpasnenve nankamy

Ha oskpaHe mosiBUTCSI MAIOTOBOE OKHO MOANMMCKA Ha manku (cMm. Pucynok 907).

MNagmecka e

Yuman sanmnee: | BFNoura gna calesandrsmirncv@tec hwrmyeffic.., v

Mokazats ANEMENTE], COS5EROKALLIME

Corcok nangx
BI:HECFHTE MaNEN, H3 EDTOPLIE X OTATE NOANWACATECAD
[ orafts A Deanecatecs
£ mEoX O
Ornucarteca
B3 Junk v
B3 Sent 2 QbHoenTs
B3 Trash [}

Pucynoxk 907 - JIlnanoroBoe 0OKHO MOJIIKMCKY Ha AKX

HJ’[SI TOro, YTOOBI HOHHHC&TBCH/OTHI/ICHTBCSI Ha TIIoJIydeHnue COO6H_IeHI/If/’I B IIAIIKY

BBIIIOJIHUTE OJHO U3 CIIeAYIOIIUX JeUCTBUN:
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— BblJleJINTe Ha3BaHHWE IIdlIKM B CIIMCKe W HdXMHTe Hd KHOIIKY HOIIIII/ICEITI)CH WIN

Ornucarecg;

— BbIIeJIUTe Ha3BaHWe MANKU B CIIMCKe W YyCTaHOBUTe/cOpochTe ¢IIaXKOK CIpaBa OT

HMeHH IIallKH,

— HAXXMHTe Ha KHOIIKY O0OHOBUTH IJIs1 CHHXPOHHM3AllK COCTOSAHMA T1AIIOK.

2.7 N30paHHBIE AIKU
JItobas marika MoxeT ObITh J0O6aBIeHa B CIIMCOK NU30PaHHBIX.

HJ’[H TOro, 9TOOBI IIOMETUTD IIaIlIKy KdK I/I36paHHy10, OTKpOﬁTe KOHTeKCTHOe MeHIO JId

IallIKX U IIOCTaBbTe OTMETKY HBﬁpaHHaﬂ InarkKa.

Jlanee MOXXHO MCIOJIb30BaTh M30paHHbIe IMANKW IIPU KOMMPOBAHUU WIK NlepeMellleHU!
coobieHui. [{s konmupoBaHus coobIeHus B U30paHHYI0 MalKy BbI30BUTE KOHTEKCTHOE MEHIO
uist coobiieHus, BbiOepuTe KommpoBare B manky > HM30pannoe. [ljis mepemerteHus
coo011ieHus: B M30paHHYIO MAlKy BBI30BUTE KOHTEKCTHOe MEHIO sl COOOIeHus, BbibepuTe

Ilepemecturs B nanky > M3opanHoe.

2.8 BupTyanbHbIe annku

st Toro, 4ToOBl CO37]aTh BUPTYaJIbHYIO IAIIKy, BbIOEpHUTe OIWUH U3 CIIeYIOIIHUX

CII0CcO0O0B:

— BbIOeprTe MyHKT koMaHHoro MeHio ®aiin > Co3naTh > BupryanbHylo nanky;

— B [aHeJM [IOMCKa COOOIeHUN BbiOepyuTe COOOIeHHe W HaXKMUTe Ha KHOIKY

CoxpaHUTh KaK BUPTYaJIbHYIO NAMNKY.
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Ha okpane mosiBUTCS JAMajoroBoe OKHO — CO3IAHUSI  BHUPTYaJbHOM  MAIKU

(cm. Pucynok 908).

Hr'_.:l.an net pT}':I_HbII.'I‘:I la a5} W
- alexcandr. smimoy @techwr. myoffice.n
ComgaTe kak BACHEHHYH NanKy: B Noxansuee nanen e
BrSepnre nanky, B koTopex Gyaer npowacstecs nonc:  BeGpaso 0 nanok EriGparTe...

Hact POMTE KEPHTEDHAKM NOWCEE, W I1D.|1h.'1:r'\-HMME an8 AT ]t} HMF1YﬁﬂhHII;'| nankA:;

n BrINGAHEHWA BEEK YEAOBNA Brinoasesnn arobora us yenoswa Bes kakmk-Awho yeaosui

ar w COMEP#NAT w +

Coanams OTreeHa

Pucynok 908 - JlnanoroBoe 0OKHO CO3/1aHUsI BUPTYalbHOM MalKU
J1y1s1 co3naHus BUPTYaJIbHOM IallKU BBIIIOJIHUTE CIIeIyIolye 1eHCTBUS:

1. BBenuTe UMs BUPTyaJIbHOM MAIIKU.
2. Bpibepute pouTenbCKyO MaIKy, B KOTOPOM OyZeT co3fjaHa BUPTyasibHas Iarka.

3. Boibepute peasibHble TANKH, B KOTOPBIX OYIeT MPOU3BOAUTLCS TOMCK JUIsl TAHHOM

BHpTyaﬂbHOﬁ IIaIIKH.

4. ChopmupyiiTe KpuUTEpUd TIOWCKA, B COOTBETCTBUM C KOTOPBIMH B BUPTYaJIbHYIO
nanky OyayT romaaath coobieHusi. st 3Toro BeibepuTe 1ojie TOMCKa, YCIOBUe U

11a6:10H. [Ipu HeobxoUMOCTH MOXKHO CO3/1aTh HECKOJIbKO YCJIOBUM.
5. Haxmwure kHOnKy Co3maTh /U1l CO3[JaHUs] BUPTYaJIbHOH IATKH.

6. Ilanka 6yzner co3maHa B COOTBETCTBUU C 3a[JaHHBIMU YCJIOBUSIMH.

3 OIIEPAIIUHM C COOBHIEHUSIMHA

3.1 Co3nmanue coodmeHus
Cy1iecTByeT HECKOJIBKO CIIOCOOOB CO3/IaHUSI HOBOTO COODIIIeHUS:
— W3 OCHOBHOT'O MEHIO ITPUJIOKEHUS];

— U3 IIaHeJIM HHCTPYMEHTOB,

— U3 CIIMCKa COOOIIeHHUIH;
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— U3 aipeCHON KHUTY;
— 13 IIaHeJIy [TMCbMa;
— U3 COOBITUA UJIX 3aJla4y;

— UcIojib3oBaHueM couetanus kiasuill Ctrl+N.

3.1.1 I3 0CHOBHOTr0 MeHI0 IIPHJI0KeHHUS

B rimaBHOM MeHIo mipwiioxkenust oTkpoiiTe Cooburenne. B OTKpBIBIIENCs TaHeTH MEHIO
(cm. Pucynok 909) Beibepute ojivH U3 ciefyoomux nyHkToB: Co3mars, OTBeTHTH, OTBETUTH
BceM, OtBernth B pacceuiky, Ilepeciars, Ilepeciary Kak..., IlepenampaBurs,

PEIIaICTI/IPOBaTI) KaK HOBOE COOGIIIBHI/IE.

Coznate Ctrl+M
OTBETHTE Cirl+R
OTEETHTE BOEM Ctri+Shift+R
MNepecnate Chrl+l
MNepeenaTh Hak >

MepeHanpaBHTh

PegakTMpoBaTe kak HoBoe coobwenme  Ctrl+E

Pucynok 909 - DnemenTts! MeHto Coodiienue

3.1.2 VI3 naHe;TM HHCTPYMEHTOB
Jlnst co3manust cooOITeHus U3 TlaHeIM MHCTPYMEHTOB BBITIOJTHUTE OJTHO M3 CJIeTYIONTHUX

IeVICTBUMU.

W CozpaTte

— Ha IIaHeJIM MHCTPYMEHTOB IIaHeJIN I1aIIOK Ha>XMHKTe KHOIIKY

— BbIJIeJINTe COOGH.[GHI/IG, Ha IdHeJIM MHCTPYMEHTOB HaXMHUTEe KHOIIKY BbI3OBa MEHIO

—  (mento  MoitOdwuc Iloura), B  TOSBUBIIEMCS  MeHIO  BbIOepuTe
Co3pats > Coobmienne, 1160 Boibepute Cooburenue, nanee Co3garb, OTBeTHTS,
OtBeruts BceM, OTtBeruTh B pacceuiky, Ilepeciars, Ilepeciarh Kak...,

IlepenanpaBursh, PejakTHpoBaTh Kak HOBOe COO0IIIeHHe.
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3.1.3 U3 cnucka cood1meHuii

B cnucke coobuienuii BbibepuTe OJHO M3 COOOIIEHWM W IPaBOM KHOIIKOM MBIIIN
BBI30BUTE KOHTEKCTHOe MeHI0. To ke camoe MOXHO CZeJlaTb, OTKPBIB KOHTEKCTHOE MEHIO B
Tejle NHCbMAa. B OTKpBLIBILIENCS IIaHeJIW MeHI0 BblOepuTe OJUH M3 CJelyHOIIMX ITyHKTOB:
OrBeruth oTnpaBurenio, OtTBerurh BceM, OTBeTuTh B paccelIKy, IlepeciaTts,

Ilepecnatp Kak..., IlepenHanpaButb, PegakTHpoBaTh Kak HOBOe C00OIIeHHe

(cm. Pucynok 910).

Tema
OTHPBITE B HOBOH BRAAOHKE
OTKPBIT AOCTYM K € OTHPEITE B HOBOM GHHE
OTepeTe B pazrosope
© Oruer

OTEETHTE OTNRASHTENKD
o Re: Otyer
OTESTHTE BCEM

(MBETHTE B PACChlAKY

Mepecnarte

Re: makeT

Mepecnare KaK
MepeHanpagHTh

PeAaKTHpOEaTE Kak HoBOE CooblueHKe

Pucynoxk 910 - Co3ziaHre MeHI0O U3 CITMCKa COODIIIeHU



818
502220.29144487-2016-01 34

3.1.4 13 anpecHoii KHUTH
B ampecHoit kHure BbIOepuTe KOHTAKT, HaXKMUTe IIPaBYI0 KHOIIKY MBbIIIA, U B

OTKPBIBIIIEMCSI ~ KOHTEKCTHOM  MeHI0  BblOepure kKomaHay Co3mate  cooOimeHue

(cm. Pucynok 911).

Q AnpecHan KHAra

dain Mpaska Bun HHoTpymeHTe  Cnpassa

Fo — Pt
\*) HoBbIA KOMTAKT Cnmcok kosTakTos % & CHHMpOHM3aUMA

A INEETPOHHES MIITE A DpraqMsagna PaBadii Te

-~ 8 Boe anpecHe KHHMM
AnexcaHap CMHPH... alexandrsmimovatec " . |
IALCHHTE ROHTART

B NiriHas appechas kHAara
Coaname confienne

MruoeeHHOS ConblleHHe |

P MoEOdac (My AddressBoak)

Pucynok 911 - Co3nanue coobiiieHust U3 aipeCHOM KHUTH

3.1.5 U3 na"esn nucsMa

Ha manenu mnwucbma BbI6epI/ITe OIWH K3 IOYTOBbLIX aJApeCcoB, OTKpOﬁTe KOHTeKCTHOe

MeHIO U BblbepuTe nyHKT CocTaBUTH coobmenue ms (cM. PucyHok 912). B atom ciyyae B

OTKprBHIQfICH IIaHeJIM HOBOI'O ITMCbMA B IIOJIe KOMy 6YJIE‘T HaXOOHUTbCS BbI6paHHbIﬁ aJipec.

+ 0 MNPHINALEHHE Ha CepKK CoBBITHA €0630.., @I Enesa CMMpHOES Enewa CMHEHOBE

i

D o« B W W e

Elena Smirnova #

Terma MNpurnawenwe Hva ceprio cobammil «06zope 150072022, 12:00 [GMT+03:00)

lony Anekcaqgp CrupHoE W

PEAANTHROEETH KOHTAKT

Cograsums coofueHme gan

Pucynok 912 - Coznanue coob1ieHus U3 raHeny MMcbMa

3.1.6 13 coObITHS M1 3a5a9d

HJ’[S[ CO30aHHA C006IJ_[EHI/I$I W3 COOBITHS WIH 3d/Id9¥ BBIIIOJIHUTE OJHO U3 CJIeAYIOIIUX

IeVICTBUMU.

- OTKpOﬁTe IIaHeJIb KaJIeH1dp4, BbI6epI/ITe COOBITHE WU 3a1dvy, OTKpOﬁTe

KOHTeKCTHOe MeH!0, Bbibepute IIpeobpasoBaTs B > Coo01ieHmue;
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— OTKpOHMTe MaHeJIb MepONpUITUM, BbiOepuTe COObITHEe WM 3a7ady, OTKPOUTe

KOHTeKCTHOe MeHI0, BbibepuTe IIpeodpasoBars B > CoobiieHue;

— OTKpOWTe HaHeJb IOKWCKA COObITUH KajleH1apsi, BblOepuTe cOOBITHEe WIM 33jady,

OTKpOWTe KOHTeKCTHOe MeHI0, BbibepuTe IIpeodpazoBars B > CoobiieHue;

- OTKpOﬁTe AJHAJIOT'OBVYIO ITdaHeJIb PeldKTHPDOBAHNA CO6I:>ITI/IH, B KOMdHJIHOM MeEHIO

BbIOepuTe CobbrTHE > Co3maTh > Cood1eHmue.

CopnepxxrMoe HOBOro coOOIeHus1 OyAeT CKONHMPOBAHO W3 OMMCAHUSI COOBITUSI WU

3a/1a4H.

3.2 OTkpsITHE CO00IIEHUS

3.2.1 OTKpBITHE COODIIEHHSI B HOBOI BKJIAJKe

YToOBI OTKPBITH COOOITIEHHEe B HOBOM BKJIAJIKE, BBHIJIEJIUTE €r0 B CIIMCKe COOOIIEeHUNA U

BBITIOJTHUTE OIHO U3 CJIeJYIOIIUX JIeMCTBUM:

— BbIOeprTe MYHKT koMaHHOTo MeHI0 Coobmenue > OTKPBITH;

— BBIJIEJIUTE CTPOKY COOOIIEHHs B CIIUCKe ABOMHBIM IeTYKOM MBbIIIIH;

— I[eJIKHUTe 10 CTPOKe COOOIIeHUs MPaBOW KHOIKOW MBIIIM W BBIIIOJIHUTE KOMaHIY

KOHTeKCTHOI'O MeHIO OTKPI)ITB B HOBOH BKJIAJIKe;

— B 00JIaCTH MPOCMOTpa COODIIEeHUs] HAXKMUTe KHOIIKY =« (BoJiblne melicTBHIl) U B

BBIN/IatoleM CIIUCKe BblbepuTe MyHKT OTKPBITH B HOBOMH BKJIa/IKe;

— HaxMuTe coueranue kiasuill Ctrl+0.

3.2.2 OTkphITHE CO00IIIeHHSI B HOBOM OKHE

YToOBI OTKPBITH COODOINIEHHe B HOBOM OKHeE, BbIJIEJIUTEe ero B CIIMCKe COOOIeHUU U

BBIIIOJIHUTE OJHO U3 CIIeAYIOIIUX JeUCTBUN:
— IEeJIKHUTE TI0 CTPOKe COOOIIeHUs MPaBOM KHOIKOW MBIIIKA U BBIOJHUTE KOMaHIY
KOHTEeKCTHOTO MeHI0 OTKPBITH B HOBOM OKHe;

— B 00JIaCTH MPOCMOTpa COODIIEeHUs] HaXKMUTe KHOIIKY e« (boJiblne medcTBHIl) U B

BBIN/Ial0IeM CIUCKe BbiOepuTe MyHKT OTKPBITH B HOBOM OKHe.

3.2.3 OTkphITHE COOOIIEHHSI B pa3roBope

JIns OTKpBITHSL COOOIeHWs B COCTaBe pa3roBOpa BbIOepUTE COODIeHWe B CITHCKe

COOG[I!GHI/Iﬁ, 3aTeM OTKpOﬁTe JJId Hero KOHTeKCTHOe MeHIO H BbI6epI/ITe OTKprTb B
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pasroBope. Ha skpaHe oTKpoeTcsl HOBasi TlaHeJb, COJIepXKalliasl IepeBO COOOIIEeHHI pa3roBopa

(cm. Pucynok 913).

d MpeanosceHinge nepeHecTy 0aHe Codemae ul ceprn <Npoer 1= - MyOfficefail - [m} L

Q ﬂpEﬂﬂWﬂEHHE‘ nepaHect X

[ nomyuwme » (&7 Cospame (] AfpecHan kHura Zanaus (0] Hamengape (1) MeTHa v ¢ BHICTPRIA GUAETE 1 CHHXpOHMIZ

i | OmepiiTe Kanenaaph | 2

# @ HenpousTanHoie ™ dnar & Howtaut @ Meted [P BRomesns

1 A Tena AnpecaT Oata 4 | FacnonoweHme ]
oy
i w NpegIcEeHns NePERECTH GAHD COSLITHE W3 CepUH #TpoekT L AREHCIHAR CMHEH DD 251002022, 16:25 Exoause
Mp=a8apHTENLHD NPUHATD NPMIAALEHWE HA DBEHED cofiemui #Npo.. Asencanap Casgmca 25.10.32022, 16:2% Exngaupse
NpeanomeHde J0HaEHTE YUaCTHHROE HA OOHO COOGITHE HE CEPMM €., ASSRCIRAR CMUEHDD 251070232, 16:35 Bxngauypse
W
admin admin <admin@techwr.myosffice.ru> o= 3FOD R ees

Tarta MpPERIoHEHHE NEPEHECTH BIHO COfLITHE H3 Ceprn allpoekT 1%

Howry AnercaHgp CaupHoe W

. i Mpoerr 1

O 12 wiann 2022, BT
11:00 - 12:00 [GMT=02:00) .
[5] Mepongsaia A

W

Pucynoxk 913 - Ilanens pa3roBopa

3.3 OT3bIB cooOIIeHUS

Panee otmpaBiieHHOe COO0OIIeHHe MOXXHO OTO3BaTh, TO €CThb YJAJUThb W3 TOYTOBOTO

AIIrKa I10/1y4aTesis. OT3nIB COOGIIIQHI/IH BO3MOXeH, eCJId I10JIy4aTelIb elle He IIpoYeI ero.
YToObI 0TO3BATh COO6H.[€HI/Ie, OTIIPABJIEHHOE pdHee, BBIIIOJIHUTEe CJIeAYIOoIIre IeUCTBUS:

1. Ilepetinute B manky «OTnpaBieHHble» W BblOepuTe Tpebyemoe cooOlieHHe B
CITHCKe.

2. Ha maHenmu pAeWCTBUN JIAHHOTO COOOINEHUs HaXXMUTe KHOMKY ¢c= (bosbire
OeHCTBHIT) U B BbINIAZIAIOIEM CIIMCKe BbiOepuTe KoMaHy OT03BaTh MHUCBMO.

3. B okHe OT3BIB mHCHbMa OTMeThbTe (uia’kkaMU ToJTydaTesied, y KOTOPbIX TpebyeTcs
0TO3BaTh Co0OIeHre, WM TocTaBbTe Giaxkok BeIOpaTh Bcex, eciiv coobieHue

TpebyeTcsl 0TO3BaTh y BCEX TOJTydaTesew.
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4. Ecim Tp86YETC$I IMOJIY4YUTb YBeJJOMJIEHHe O pe3yJjibTdTaX OT3bIBd, IIOCTABbTE (l)ﬂa)KOK

YBE,ZIOMI/ITI) 0 pe3yJjibTaTax.

5. Haxxmure kHOKy OTO3BaTh NMCHMO.

Ecnu B okHe OT3BIB IHCbMa ObLT YCTAaHOBJIEH QUIaXKOK YBeJOMUTH O pe3yjbTaTax U
MoJty4aTesib ellle He Ipoyesl MMCbMO, TO Ha MOYTY MPHUJeT yBeqoMiieHre 00 yCIeITHOM OT3bIBe

COODIIIeHUS.

3.4 3arpy3ka coobieHui

[To yMomuaHuio 3arpy3ka HOBBIX BXOJSIIIUX COOOIIEHUM OCYIIeCTBIISIeTCs IPU BXOJle B
YYEeTHYIO 3allMCh U [IepUOJIMYeCKU Yepe3 paBHble MHTepBallbl BDEMEHU IIPU aKTUBHOW YYeTHOU

3dII1CH.

Jly1s1 HacTpOWKM MapaMeTpoB 3arpy3Kd HOBBIX COOOIEHWI BBIIOJHUTE CJefyIolue

IeiCTBUSL.
1. Otkpotite okHOo IlapaMeTpbI y4eTHO! 3aIIHMCH OJTHUM U3 CJIEYIONIUX CIIOCOOOB:

— BbIOeprTe MyHKT KoMaHaHOro MeHio MHcTpymeHThl > IlapameTphl y4deTHOR

3aITUCH;

— Ha IIdHeJIM II4dIIOK BbIGepI/ITe YYeTHYIO 3dIIMCh, [djiee Hd CTpdHUIIe quTHOﬁ

3anrcy B pasziesie HacTporiku BbibepuTe MyHKT Y4YeTHas 3aNHCh.

2. B oxne IlapameTphl y4eTHOIl 3amHCH, B MeHIO CjleBa BblOepuUTe paszen

HapaMeprI cepBepa U HACTPOWTE aBTOMATUYECKYI) 3arpy3Ky BXOMOSIIMX

COOOIIIeHUA.

YT1obkI 3dI'Py3UTh HOBBIE COO6H.I€HI/IH BPYYHYIO, BbBIIIOJIHUTE OJHO K3 CJIeAYIOIUX

IeVICTBUMU.

- BbI6epI/ITe ITYHKT KOMdH/JHOI'O MEeHIO daiin > HOJIy‘{PITI) HOBBbIE COOGIIIEHI/IH IJIS...

" YKa’XHUTe OJJUH U3 BAPHUAHTOB: Bce YueTHbIe 3aIIUCH, TEKyIIIaH Y4ieTHada 3dITNCh,

KOHKpeTHas y4eTHas 3allMChb U3 CIIMCKd JOCTYITHBIX.

— Ha IIaHeJIM  HMHCTDPYMEHTOB Ha’XMuTe Ha CTpPeJIKy CITpaBa oT KHOIIKH1

[l
& Monyumte Y B pacKphbIBaoleMcs crucke Bbibepute 6o Bce HoBBbIe

COOGIIIEHI/IH, mbo KOHKPETHYIO Y4YeTHYIO 3dllUChb, [JI4 KOTOpOfI HEO6XO,[[I/IMO

IIOJIyUHUTDH COO6H.[€HI/I$I.
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3.5 IIpocMoTp coobmeHust

Y106l mpoCMOTpPeTh COO0DIlleHKe, BbIOEPUTE €ro B CIMCKe COOOIIeHWH IIeTYKoM

MbIt. CooOItieHre 0TOOpa3uTCsl B 00JIaCTH MPOCMOTPA COOOIIIEeHHUH.

Ytobbl mpocMoTpeTh HWHGOPMANMIO 00 OTIpaBUTeNle IHCbMa, IeJIKHATe IPaBOH
KHOIKOW MBI 10 WMEHU OTIPABUTENISI W BBINOJHUTE KOMAaHJy KOHTEKCTHOT'O MeHIO
Nudopmanusa o mosb3oBarene. Bo BcrubiBaroiem okHe oToOpas3utcs WHOpMaIlus o

JTAHHOM OTIIpaBUTeJIe, KOTOPAasi COIEP>KUATCS B aJIDECHOU KHUTE.

3.6 [le¥icTBHS C BJIOKeHHSIMH
3.6.1 JTo0aBjieHHe BJIOKeHHS

HJ’[H ,[[O6aBJ'I€‘HI/I$I BJIOJKeHH I BOCHOHBBYﬁTer OIHHUM U3 CJleJyIonnuXx cIrocoboB:

1. Ha paHeny WHCTPYMEHTOB COOOIeHUs] HAXKMUTe KHOIKY BJIOMKHTH MM OTKpOMTe

pacKpbIBarollieecss MeHI0 i BblOOpa THma BjoxeHHs (cM. PucyHok 914).

E' BROXWUTE ¥

Sain{w).. Ctri+Shift+4

Bef-cTpaHuuy..

BuzuTHyro kKapTadky (vCard)

HanoMHWTL Noz%e

Pucynok 914 - OTKpbITHE BIOXKEHUS

2. Ha manenu BiiOkeHUHM BBI30OBHUTE KOHTEKCTHOe MeHI0, BbibeprTe BiokuTh ¢aiiibl,

B OTKPbIBIIEMCA CUCTEMHOM JixdJjiore BbI6epI/ITe Cl)aP’IJILI JIJIsI BIOXKEeHUH.
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3. Ileperamure ¢aiin U3 CUCTEMHOI'0 OKHA B 0071acTh coobiieHus. Ha skpaHe mosiBsTcs

IIBA BapuaHTa BCTaBKU ailla. Broibepure [loGaBuUTHL Kak BIIOXKeHHe

(cMm. Pucynok 915).

. J Coszganne cooBLyeHna — Oa >

B BcTaBuTh B COAEPXUMOE

Pucynoxk 915 - OTKpbITHE BiIOXKEHUS

Bce pnoGaBnennble BioxeHHs: OyAyT oOTOOpaXkaTbCs B HIDKHEM 4YacTH 00JacTé

MIPOCMOTpa MMCbMa B obnactu TaHeJun BJIOXKEHUH (cm. Pucynok 916).

~ 3 Attachments Mpegnonaraemesi pazmep nucema. 29,1 KB

] Kuuralcsv 63 6aitt |[@] testl.docx 213KB

Pucynok 916 - Ilanens BinoxeHun
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3.6.2 OTKpHITHE BII0OKEHHS

YT0OBI IMIpOCMOTpPETb WJIIM COXPAHUTHL BJIOXXKEHHe COO6III€HI/I$I, BBIIIOJIHUTE OJHO U3

CIIeyIOIUX IeMCTBUN:

1. Beibepute 0HO U3 BIIOXKEHUM, BBI30OBUTE KOHTEKCTHOE MeHI0, BbioepruTe OTKPHIThH.

2. Boibepute OIHO U3 BJIOXKEHWH, [BOWHBIM IIIETYKOM MBIIIM 10 UMeHU dalia
OTKpPOWTE CTaHJIAPTHOE CHUCTEeMHOe OKHO M BbIOEpHUTe BO3MOXXHBIE JIEMCTBHUS C

BiiockeHueM (cM. Pucynok 917).

Orkpuitne «conf_web3.docxs X

Bol coBMpaeTech OTKPLITS:

9] conf web3.docx

reasrowmnca: Jokyment Microsoft Office Word (2,4 MB)

Kak MoiiO¢uc Moura cneayer obpaborarb 10T daiin?
® Orkpbitb B Microsoft Office Word (no ymonyanmio) v

() Coxpamurs daitn

[:] Bgnom«mn: ABTOMATHUHECKH GNR BCeX ¢a|7mos AdHHOro TUnNa.

Pucynoxk 917 - JlelicTBus C BioXeHueM

3.6.3 CopTHpoBKa BJIOKeHUH

JlJ1s1 COPTUPOBKU BJIOXKEHWM B IaHeJM BJIOXKeHWW JIOJDKHO HaxXOOUThCS Oojiee OJTHOTO

daiina. BribepuTe ogHO W3 BIIOXKEHWM, BBI30BUTE KOHTEKCTHOe MeHI0, BblbepuTe

HEPECOPTHPOBHTB BJIOMKEHHS, HA DKpdHe OTKPOeTCA OudJIOTrOBad IIdHeJIb C BAPUAHTAMH

coptupoBkH (cM. PucyHok 918).

MepecopTHROBETE BNIOKEHUA

1€ NMepemecTuTe B Ha4ano Alt+Home
{ TMepemecTwTe 2neB0  Alt+Breso
== BwmecTe Alt+Baep
» [MepemecTuTs 8npaso Alt+Bnpaeo
> NepemectuTb BroHew  AltEnc

= CopTvpoexa A-H Alt+

Pucynok 918 - MeHI0 cOpTHPOBKM BIIOXKEHUN
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3.6.4 YnaneHnue BJIoKeHHH

st yaneHus: BIO>KeHUs! BOCIIONIb3YUTeCh OAHUM U3 CJIeAYIOIMIUX CIIOCOOOB:

Bribepute ofHO M3 BIOXKEHWH, BHI30BUTEe KOHTEKCTHOE MeHI0, BbibepuTe YajJuTh

BJIOJKeHHe.
Bribepute ogHO U3 BIOXKeHUM, HaXkMuTe KiiaBuiily Del.

Bri3oBuTe KOHTEKCTHOE MeHIO, BbI6epI/ITe BLII[QJII/ITL BCE, BBI3OBHTE KOHTEKCTHOe

MEeHIO, BbI6epI/ITe Ynann’rb BJIOKEHH.

Bb13oBuTE KOHTEKCTHOE MeHI0, BbibepuTe BoimennTs Bcé, HaxxmuTe kiauiily Del.

3.6.5 Pa3zmep nmucbMa U BIIOKeHUI

CBegieHus 00 orpaHAYeHUsIX Ha pa3Mep IIMCbMa U BIIO>KEeHU:

R

OrpannyeHve Ha pa3Mep UcbMa B CyMMe cocTaBiiseT 50 M0.
OrpanudeHrie Ha CyMMapHbIN 00BbeM BiIOXKeHUM cocTapisieT 20 MO.
OrpanuyeHys Ha KOJIMYECTBO BJIOXKEHUH HeT.

Crnenyer y4dThIBaTh, YTO NP 3arpy3Ke BIOXKeHWW OHHW KOHBEPTHPYIOTCS B ¢popMaT

base64, 113-3a 3TOro MX pa3mep B IIMCbMe YBeJIMYUBaeTCsl.

B naHenu Bio)keHWM OTOOPaXKAalOTCS CIIEMYIOIMe 3HAYeHHs: pa3Mep KaKIoro

BJIOXKEHUSI, OOIIMI pa3Mep BCex BIIOXKeHUM, ITpeJiIiojlaraeMblii pa3Mep I1CbMa.

3.7 OtBet Ha coolOLIeHHE

3.7.1 OTBeT OTIIPABUTEIIO

YToOBl OTBETUTH aBTOPY BXOJSIEr0 COOOIIeHUs, BbIIe/IMTe HaHHOe COOOIleHHe B

CITMCKEe U BBIIIOJIHUTEe OJHO U3 CJIeAYIOINX JIeVCTBUM:

— BeIOepuTe MyHKT KOMaHIHOTO MeHI0 Coobienue > OTBeTHTD;

— I[eJIKHUTe 0 CTPOKe COOOIIeHUs MPaBOM KHONKOM MBIIIM U BBIIIOJIHUTE KOMaH[y

KOHTEKCTHOro MeHi0 OTBeTHTh OTIIPABHUTEJIIO,

— B 00J1acTH MIPOCMOTpa COOOIIeHUs] HAKMUTE KHOIKY O (OrBeruTH OTHPABHUTeEJII0

3TOr0 COOOIIeHHUSs);

— HaxmuTe couerauve kiasuil Ctrl+R.

,HaﬂbHeIZH.IHe IeMCTBHUS BBIIIOJIHSIOTCS aHAJIOTUYHO IeHMCTBHUIM IIprU CO3JdHWK HOBOI'O

COoO0IIIeHHS.
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3.7.2 OTBeT BCeM MoJIy4aTesisiM

YTOoOBI OTBETHUTH dBTOPY BXOJAIIEro COO6III€HI/I$[ N BCeM II0JIy4daTesidM, BbLOeInTe

JTaHHOE COODIIeHHe B CIIMCKe U BBITIOTHUTE OHO U3 CJIeIYIONTUX JTIeUCTBHUM:

— BbIOepUTe MYHKT koMaHIHOTo MeHI0 Coobiienne > OTBeTUTH BCeM;

— IOEJIKHUTEe 110 CTPOKe COO6H1€HI/I${ HpaBOﬁ KHOIIKOM MBIIIX WU BBIIIOJIHUTE KOMaHOy

KOHTEeKCTHOT0 MeHI0 OTBeTHTh BCeM;

— B 00J1aCTH MPOCMOTpa COODIIEeHUs] HAXKMUTE KHOIIKY > (OTBeTHTH OTHPABHUTEJIO

H BCeM HOJIy‘IaTEJIﬂM) y

— "HaxxMmute coderauue kiasuil Ctrl+Shift+R.

HaﬂbHEﬁIHHe JIEeMCTBHUS BBINOJIHAKOTCS aHAJIOTUYHO JIeMCTBUSM IIpy CO30dHHWKW HOBOT'O

CoO00IIeHu.

3.7.3 OTBeT B pacCBUIKY
YroObl OTBETUTH Ha COOOIIIEHNe B PaCChUIKY, BbIJIeJIUTe JaHHOe COObIIeHre B CIIMCKe U
BBITIOJIHUTE O/IHO U3 CIIe[YIOLUX AeUCTBHIM:
— IIeJIKHUTe 10 CTPOKe COOOIeHMs MTPaBOM KHOIKOM MBIIIM M BBIIOJHWTE KOMaHIY
KOHTEeKCTHOro MeHI0 OTBeTHTh B PacChLIKY;

— Haxxmurte coderanue kiasui Ctrl+Shift+L.

HaﬂbHeﬁMHe JIeVICTBHUSI BBIIOJIHIIOTCS aHAJIOTUYHO JIeMCTBUSIM IIprU CO31daHWKX HOBOI'O

Ccoo0IIeHus.

3.8 Ilepecnuika cooOIIIeHUS

YToOhI IepeciaaTb COO6H.[€HH€, BbIJE/INTEe ero B CIIMCKe W BBIIIOJIHUTE OJHO K3

CIIeAyIOIUX IeUCTBUN:

— BbIbepuTe MyHKT KoMaHaHoro MeHio Coobmenne > Ilepeciars;

—B o0mactd mpocMoTpa coobmieHus HaxmuTe kHonky <— (Ilepeciars 3TO

CooOIIIeHue);

- OTKpOﬁTe KOHTEKCTHOe MeHI0 IIIe/IYKOM HpaBOﬁ KHOIIKKM MBI TII0 CTPOKe

COO6H_IEHI/I$I " BBIIIOJTHUTE KOMaHy HEPECJIaTb;

— Haxxmute couetanue kjasuill Ctrl+L.



827
502220.29144487-2016-01 34

I[aaneﬁmHe JIEeUCTBUS IIPOU3BOJATCA aHAJIOTUYHO JEeNCTBUSM IIprU CO31dHWK HOBOI'O

COO6[[!€HI/I$I. Bce BJIOJKEHU, IIPpUKPeIlJIeHHbIE K IIepeCbllIaeMOMY COO6HI€HI/IIO, dBTOMdATHUYeCKH

OTIIPABJISIIOTCS] YKa3aHHBIM ajipecaTaM.

3.8.1 Ilepecbuika cooOIIEHHUSI B BH/IE YaCTH MHMCbMa

Jlnst Toro, 9ToOBI TIepeciiaTh COOOITeHHe KaK 9acTh MMHUChbMa, BbIOEPUTE COOOIeHre B

CIIMCKe, 3aTeM BBIIIOJIHUTE OOHO M3 CJIeJYIOIUX e CTBUM:

— BbIOepUTe MYHKT koMaHaHOTro MeHI0 Coobienue > Ilepeciars;

— BblbepuTe TyHKT KomaHgHoro meHio Coobmenue > Ilepecnars kak > Yacrts

COOOIIeHHU;
— OTKpOMTe KOHTEKCTHOe MeHI0 coobieHus, Bbibepute Ilepeciars;

— OTKPOMTe KOHTeKCTHOe MeHIO coobuieHus, Belbepute Ilepeciath kak > BHyTpn

COO0OIIIeHUS.

BY,HET CO3[1aHO HOBO€ IIMCbMO, COJiepiKalliee B cebe TeKyllee IMMCbMO B TEKCTOBOM

¢dopmare. B crpoke Tema k Teme ucxogHoro nuceMa 6yzeT nobasieH npepukc « Fwd:».

3.8.2 Ilepecbuika coODIIEHHUS B BH/Ie BJIOKEHHUS

st Toro, 4robbl IepeciaTh COOOIIeHHWe Kak BJIOXKEHWe B IIMCbMO, BblOepuTe

coo0b1lleHre B CIIMCKe, 3aTeM BBIIIOJIHUTE OHO U3 CelyI0IIUX AelCTBUM:

— BbIOeprTe MyHKT koMaHHOro MeHI0 Coobienne > Ilepeciats kak > BioxkeHnue;

— OTKPOMTEe KOHTEKCTHOe MeHI0 coobiienus, Bbibepute IlepeciaTh kak > Bioxenue.

ByueT CO31dHO HOBOE€ IIMCbMO, K KOTOpOMY 6y,HET IMIPpUJIOXKeHO TeKyllee IMMUCbMO B

¢dopmare eml. B crpoke Tema k TeMe ucxonHoro nuceMa Oyzet go6asieH npepukc «Fwd:».

3.8.3 Ilepenanpasienue coo0IeHUA

st Toro, 4ToOBI IlepeHalpaBUThb COOOIeHHWe APYroMy II0/Ib30BaTesllo, BblbepuTe

coo0b11leHre B CIIMCKe, 3aTeM BBIIIOJIHUTE OHO U3 CJIeIyIOIINX JIelCTBUM:

— BblbepuTe MyHKT KoMaHAHOro MeHI0 Coobmenne > IlepenanpaBuTh;

— OTKpOWTe KOHTeKCTHOe MeHI0 coob1eHus, BoibepuTe IlepeHanpaBuTh.

ByneT CO3[1dHO HOBOe€ IMMCbMO, CoiepXKalilee B cebe KomuIO TeKyIlero 1nmmcbmad. Bsemute

WM T1I0JTy4aTesid U OTIIPaBbTe ITNCbMO.
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3.8.4 PegakTHpoBaTh KaKk HOBOE COOOIIEHHE

st Toro, yTobbl CcO31aTh HOBOe COoOoOIeHre Ha Oa3e TeKylllero, BbibepuTe cooOIeHre

B CITMCKe, 3aTeM BBITIOJIHUTE OHO U3 CJIeTYIOITUX JIeACTBUM:

— BbIOeprTe NMYHKT KoMaHIHOrO MeHI0 CooOmieHue > PenakTHpoBaTh Kak HOBOe

cooO1IeHue;

— OTKpOWTe KOHTEKCTHOe MeHIO COooOIeHHs, BbibepuTe PelakTHpPOBaTh KaK HOBOE

cooO1IeHue;

— HaxkmuTe coyetanue kiapuil Ctrl+E Ha kiaBuarype.

BYHGT CO3/[1dHa ITOJIHAA KOIIH TeKyIlero nmMucbmad.

3.9 JlobaBiieHue nojb30BaTes el K MepenucKe

YTo6bI 106aBUTH MOIb30BaTeNel K IeperricKe, BLIIIOJIHUTe ClelyIoIiue TeHCTBUS:

1. Hcnomnb3yiiTe cylecTByollee cOobIieHUe /Jisi NajbHeuIel Mnepenuckyd OJHUM U3

CJIeIyIOIIUX CIIOCOOOB:

— BbIJIeJIUTe COO0OIIleHHe B CITMCKe JIeBOM KHOIKOW MbId. BbibepuTe TyHKT

koMaHjiHOrO MeHIO Coobienue > PejakTHpoBaTh Kak HOBOe COOOIIIeHUE;

— BBIJIeJIUTE COOOITeHre B CIIMCKe MPaBOM KHOIKOW MBIIIH. BBITIOJIHUTEe KOMaHy

KOHTEKCTHOTO MeHI0 PeJakTHpOBaTh Kak HOBOe COOOIIeHNe;
— Haxxmute coueranue kiasuil Ctri+E.

2. B oTkpbIBIIIeMCS OKHe pelakKTAPOBaHMWsI COoOIeHus A00aBbTe HeoOXOIUMbIX

nosb3oBaresel B nossix Komy 1 Komus.
Hogele azipecaTsl OyayT 106aBiieHbI K ITepernucKe.

3.10PaboTa c MmeTkamu

Coo01ieHHsIM MOXKHO TPUCBAMBaTh pa3iMyHble METKH: KaK IpelyCTaHOBJIeHHBbIE
(manpumep, «BaxHoe» uinu «JInuHoey), Tak U co3flaHHbIe Bpy4uHy10. Co00IIIeHNs, OTMeuYeHHbIe
MeTKaMH, MOXXHO OBICTPO HAaWTH B CIIMCKe C TOMOIIbI0 MHCTPYMEHTOB, PacCIlOJIOXKEHHBIX Ha

[maHesu ObIcTporo duiIbTpa.
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3.10.1 IIpucBoeHnne MeTKH

YT0OBI IIPpUCBOUTL OAOHOMY WM HECKOJIbKUM COO6III€HI/I$IM METKY, BbIeJInTe

COOOITIEHUS B CITMCKE U BBITIOJIHUTE OJTHO M3 CIeAYIOMMNX JeHCTBUM:

— BblbepuTe TYHKT KoMaHaHoro MeHio Coobmienue > IIpucBouTh MeTKy U B

OTKphbIBIIEMCS IIOAMEHIO OTMEThbTe (l)J'Ia)KKOM Tpe6yeMy10 METKY;

— IOeJIKHUTe II0 CTPOKe COO6H1€HI/I${ HpaBOﬁ KHOIIKOM MBIIIIH, BbI6epI/ITe ITYHKT
KOHTEeKCTHOI'O MeHIO HpI/ICBOI/ITI) METKY U B OTKpPBIBIIEMCS IIOOAMEHIO OTMETbTe

¢dnaxxkoM Tpebyemyro MeTKY;

— Ha IIdHeJIM HWHCTPYMEHTOB HAXMHUTE KHOIIKY Merka u B BLHINIA1AIOIMIEeM CIIMCKe

oTMeTbTe GIIAKKOM TPeOyeMyIo MeTKY;

— eClIM B CIIMCKe BbIeJIeHO OIHO COO6H_[eHI/Ie, B o0JIacTM NpocMOTpa COO6H.[€HI/I$I

Ha)XMHUTe KHONKY ¢== (bosbine geiicrBuii). Bribepute nyHkT IIpucBouTs MeTKy U

B OTKPBIBIIEMCSI IOJIMEHIO OTMeTbTe QIIa’KKOM TpeOyeMyto MeTKy.

Jlyist OBICTPOM YCTAaHOBKH IpelyCTAHOBJIEHHBIX METOK MOXXHO MCIIO/Ib30BATh KHOIIKHU
KJIaBUATYPHI ¢ iudpamu 1-5. [lis aroro:
1. BrigenuTte oHO WM HECKOJIBLKO COOOIIeHUI B CIIMCKe.

2. Ha KJIdBUAType HaXXMUTe I_[I/ICl)py, COOTBETCTBYIOIIYIO MeTKe, KOTOPYIO HeO6XO,Z[I/IMO

YCTaHOBHUTDB JIS BbIJ€JIEHHBIX COOﬁIIIeHI/II;'I:

1 — Baxxuoe;
2 — Pabouee;
3 — JInuHoe;

4 — K ucrnonuenuro;

5 — OTsoxeHo.
3.10.2 Co3mauue MeTKH
YToOBI CO3/1aTh HOBYIO METKY, BBITIOJTHUTE CJIeyIOITHe TeUCTBUS:
1. Ortkporite Bkiiaiky HacTpoiiku oJTHUM U3 CJIeIyIOIIUX CII0COOO0B:

— BblOepyTe MYHKT koMaHaHoro MeHio CooOmenue > IlpucBouTh MeTKy >

Yupasinenue MeTKaMu;

— II[eJIKHUTE 110 CTPOKe JIF0O0ro cOo0bIIeH s TPaBOi KHOTIKOW MBIIIH U BBIIIOJIHUTE

KOMaHy KOHTeKCTHOro MeHio IIpucBouTH MeTKy > YnpaBiieHHe MeTKaMH;
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— Ha I[IdHeJIM MHCTPYMEHTOB HdXXMHWTe KHOIIKY Mertka u B BbIIIa1dl01IeM CIIMCKe

BbIOepHTe KOMaH/ly Y IpaBjieHHe MeTKaMH;

— ecJIM B CIIMCKe BBIZIeJIeHO OHO COooOIeHue, B 06JIaCTU HPOCMOTpa COOOIIeHUs

HaXMUTe KHOMKY cco (bonbme mnmeiicrBuii). Bribepute nynkT IIpmcBouTh
MeTKy U B OTKpBIBIIEMCS TIOJIMEHIO BblOepUTe KOMaHAYy YIIpaBJjieHHe

METKaMH.

2. Bo Bkianke Hacrpoiiku HaxxmuTe kHOKy Co31arTs.

3. B okHe HoBasi MeTKa ykaxyTe UM U 1IBeT MeTKU U HaxkmuTe KHONIKy OK.

YTo0bbI CO31aTb W IIPpHUCBOUTDH COOGH.[E‘HI/II-O HOBYIO METKY, BBIIIOJIHUTe CJIeAyroliue

IeCTBUS:

1. BI)II[eJ'II/ITe COO6H.[€HI/Ie, KOTOpOMY HeO6XO)_'[I/IMO IIPUCBOUTH HOBYIO METKY.

2. OTKpo¥iTe OKHO CO3/1aHHS HOBOW METKU OJIHMM U3 CJIeyIOIINUX CII0COOO0B:

— BblOepuTe MyHKT koMaHjaHOro MeHio Coobmenue > IlpucBoutrhr MeTky >

HoBag MeTKa;

— [[eJIKHUTEe 110 CTPOKe COOOIleHHs IIpaBOW KHOIIKOM MBIIIM UM BBIIIOJIHUTE

KOMaHy KOHTEeKCTHOI'O MeHIO HpI/ICBOI/ITb METRY > HoBas MeTKa,

— Ha [IdHeJIM MHCTPYMEHTOB HAdXXMHWTe KHOIIKY Metka u B BhIIIa1dloNIeM CIIMCKe

BbIOepuTe koMaH 1y HoBasi MeTKa;

— eCJIM B CIIUCKe BBIZIEJIeHO OOHO COOOIleHHe, B 00JIaCTU MPOCMOTPA COODIIeHUS

HaXMHUTe KHOIIKY =c: (bosibmie pneiictBuii). Bribepure nyHkT IIpucBOHTH

MeTKY U B OTKPBIBIIIEMCS ITIOAMeH!0 BeiOepuTe koMaHAy HoBas meTka.
3. B okne HoBasi MeTKa yKakuTe UMs U I[BeT MeTKH U HaxkmuTe KHOIKY OK.
3.10.3 PegaxkTHpoBaHIe MeTKH
[Ipu HeoOx0IMMOCTH 118 J1I0O60M METKU MOXKHO U3MEHUTb UMsI W/WIIH 1IBeT.
YToOBI peflakTUPOBATh METKY, BLITIOJIHUTE CJIeIyIOIIue JIeHCTBUS:
1. Otkpotite BkiIanky HacTpoiiku oJTHUM U3 CIIeTyIOIIUX CIIOCOOOB:

— BblOepyTe MYHKT koMaHaHoro MeHio CooOmenue > IlpucBouTh MeTKy >

Yupasinenue MeTKaMu;

— II[eJIKHUTE 110 CTPOKe JIF0O0ro cOo0bIeHNs TPaBOi KHOTIKOW MBIIIU U BBIITOJIHUTE

KOMaH/y KOHTeKCTHOro MeHio IIpucBouTH MeTKy > YnpaBiieHHe MeTKaMH;
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— Ha I[IdHeJIM MHCTPYMEHTOB HdXXMHWTe KHOIIKY Mertka u B BbIIIa1dl01IeM CIIMCKe

BbIOepHTe KOMaH/ly Y IpaBjieHHe MeTKaMH;

— ecJIi B CIIMCKe BBIZIeJIeHO OHO COooOIeHue, B 06JIaCTU HPOCMOTpa COOOIeHUs

HaXMUTe KHOMKY cco (bonbme mnmeiicrBuii). Bribepute nynkT IIpmcBouTh
MeTKy U B OTKpBIBIIEMCS TIOJIMEHIO BblOepUTe KOMaHAYy YIIpaBJjieHHe

MeTKaMH.
2. Bo Bwiagke HacTpoiiku BbienuTe TpeOyeMyl0 MeTKY M HaXMUTe KHOIIKY
HN3MeHHTS.

3. B oxkHe PemakTHpoBaThL MeTKY H3MeHHTe MMS W/WIMA I[BET MeTKU U HaXMUTe

kHonky OK.

3.10.4 ITouck cooOLIeHUI C MeTKAMH

HJ’[H 6bICTpOFO IIOHUCKa COO6L[I€HI/II>'I C MeTKaMH BOCHOHBBYIZTQCL HWHCTPYMEHTaMHU

bUIbTPAIMK U COPTUPOBKH.

YtoObl 0TOOpa3WTh B CIIMCKE TOJIbKO COODIIEeHHs] C MeTKaMH, Ha IaHeau ObICTPOro

gleJ’IbT[}a Ha’XMHUTE KHOIIKY ﬁ METHH . UTOoOBI OTMEHHUTH IIpaBUAJIO Cl)I/IJIpraI_[I/II/I, Ha’XMUTe

JJAHHYIO KHOIIKY IIOBTOPHO.

YToOBI COPTUPOBATH COOOIIIEHUS TI0 HAJIMYUIO METKH, IIeJIKHUTE 110 3aT0JIOBKY CTOJIOIa
Metka. Bce coolmieHuss ¢ MeTkamMM OTODOpasaTcsi B KOHIle CIKCKa cooOmieHuid. [lpu
MOBTOPHOM IIIeJTUKe IO 3arojIoBKy CTojioa MeTka Bce cOODIeHUsI C MeTKaMHu 0TOOPa3sITcs B

Ha4dajie CIIMCKaA.

YT06BI OTMEHUTH COPTUPOBKY 110 HAJIMYUIO METKH, OTCOPTUPYHTe COOOIIeHUs B CIIHCKe

10 IPyTroMy NIpU3HAKy (HarpuMep, 1o Aare).

3.10.5 Cuarue MeTKH
YTOOBI CHITH METKY, YCTAHOBJIEHHYIO JJIs1 OTHOT'O COOOIIeHNsl, BBIITOJIHUTE CIIeqyIoIIue
IeMCTBUS.
1. Boimenute maHHoe coo0OlieHue B CIIMCKe.
2. CHumuTe QUIaKOK METKH OJHUM M3 CIOCOOOB, ONMMCAHHBIX B pasfene [IprcBoUTh
METKY.

YTOOBI CHATH METKU Y BCex COO6LH€HHﬁ B CIIMCKe, BBIIIOJIHUTE OJHO U3 CJleAYIOoINHUX

IeMCTBUM:
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— BbIOeprTe MYHKT KoMaHiHOTO MeHI0 Coobmienue > IIpucBouTH MeTKYy > YalIuTh

BCe MeTKH,

— IIeJIKHUTE TI0 CTPOKe JIoO0ro COOOIeHHs MPaBOM KHOMKOM MBI U BBITOTHUTE

KOMaHAy KOHTeKCTHOro MeHio IIpucBOUTH MeTKY > YaiuTh Bce MeTKH;

— Ha IIaHeJIM MHCTPYMEHTOB HAXMHTe KHOIIKY Merka u B BhbIIIa1dlonieM CIIMCKe

BbIOepHTe KOMaHJly Y JaJINTh BCe MeTKH;

—eciM B CIMCKe BBIZIeJIeHO OAHO cooOIneHue, B 00JIACTHM IPOCMOTpa COOOIIeHUS

HaXMHUTe KHONKY ¢== (bosabine geiicrBuii). Bribepute nyHkT IIpucBouTh MeTKy U

B OTKPbIBIIEMCA ITOAMEHIO BbI6epI/ITe KOMaHOYy YIIHJII/ITI: BCeé METKH;

— HaXXMUTe KjaBuly ¢ nudpoit 0 Ha k1aBUaType.
3.10.6 Ynanenue MmeTku
JIto0y10 MeTKy MOXHO YAaIUTh. {7151 3TOr0 BBIMOIHUTE CIIeyIOIIue T1eUCTBUS:
1. Orkporite Bki1anky HacTpoiiku oJTHUM U3 CJIeJTyIOIIUX CIIOCOOOB:

— BblOeprTe MYHKT koMaHjaHoro MmeHio Coob0menue > IlpucBouTh MeETKy >

Yupasinenue MeTkamu;

— I[eJIKHUTE 110 CTPOKe JIF0O0ro cO0bIIeHNs TPaBOi KHONKOW MBIIIU U BBIITOJIHUTE

KOMaHJly KOHTEeKCTHOro MeHI0 IIpucBoMTE MeTKy > Y1ipaB/ieHHe MeTKaMHu;

— Ha [IdHeJIM MHCTPYMEHTOB HAdXXMHWTe KHOIIKY Mertka u B BbITIa1dIOIeM CIIMCKe

BbIOepuTe KOMaHly YHpaBjeHHe MeTKaMH;

— eCJIM B CIIUCKe BBIIEJIeHO OOHO COOOIleHHe, B 00JIaCTU MPOCMOTPA COODIIeHUS

HaXMHUTe KHOIIKY =c¢ (Bosibmie pneiictBuii). Bribepure nyHkr IIpucBoHTH
MeTKy U B OTKpBbIBIIEMCS IIOIMEHIO BbIOepuUTe KOMaHJy YIpaBjeHHe

MEeTKaMH.

2. Bo Bwianke Hacrpoiiku BblJjendTe TpebyeMyl0 MeTKy W HaXMHUTe KHOIIKY

Ynanurse.

3.110TMmeTKa coobmieHuit
3.11.1 OTMeTKa NPOYHUTAHHBIX WJIN HENIPOYUTAHHBIX ITHCEM

H3HavanpHO IMoJIydeHHOe IMMCbMO HAaXOOWUTCHd B CTaTycCe «He Ipo4YuTaHO», U IIOMEYeHO

CHMBOJIOM (cm. Pucynok 919).
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10 R0 Tema

o [ MpurnaweHuwe Ha

o MNpeggaputencHo

Pucynok 919 - HemmpounranHoe coobiiieHue

YTo6Bl OTMETUTh OJHO WIM HeCKOJIbKO COOOIeHMH KaK IPOYMTaHHbIE WJIU

HellpO4YrTaHHbIe, BbIIE/INTe UX B CIIMCKE U BbIIIOJIHUTE OOHO M3 CJIeAYIOMIUX HEﬁCTBHﬁ:

— Bblbepure TyHKT KoMaHAHoro MeHio Coobmenune > Otmerurs > Kak

nIpoIYuTAHHOE / Kak HeIIpoYHuTaHHoOe.

— HJeJIKHHUTe II0 BblJeJIeHHbIM COO6HI€HI/I$IM HpaBOﬁ KHOIIKOM MBIIIIM W BBIIOJIHUTE
KOMdHly KOHTEeKCTHOI'O MEeHIO Ormerurs > Kak Ipo4YuTaHHOE / Kak

HeIpoOYHUTAHHOe.
— B CTpPOKe, COOTBETCTBYIOIIEH HeoOXOAMMOMY COODIIEHHIO, IIeJKHHUTe M0 MapKepy
(cm. Pucynok 920), pacmnosio)keHHOMY B CcTojib1ie O (CopTupoBaTth 1O
NPHU3HAKY HPOYTEHNS);

—eCJIM B CHOWUCKe BBIIEJIEHO OIHO COooOIIeHuWe, B 00JIaCTA IIPOCMOTPA COOOIeHUsd

HaXXMUTe KHOMKY ¢cc (Bonbiie meHCTBUII) W B BBINAJAONIEM CIHCKe BbibepuTe

nyHKT OTMeTHTH Kak npounTanHoe / OTMeTHTh KaK HellpOYHTaHHoe.

— B aQHIVIMMCKOM packiiajike KIaBUaTypbl HAXKMUTe KilaBuiry M.

1lo (P M@ Tema
i MpWrnaweHKWe Ha
i~ MpegsapuTensHo

Mpegnowenie oo

Pucynok 920 - OtmeTka coob1ieHus Kak HellpoUUTaHHOe
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3.11.2 OTMeTKa IPOYHUTAHHBIX COOOIEHHII 32 ITEPHOJ] BpeMeHH!

Cy1iecTByeT BO3MOXXHOCTb OTMETUTh KaK MPOYMTAHHbIE COOOIIeHUs], TToTydYeHHbIe 3a
3aJIaHHBIN TIepUOo]] BpeMeHH. JIJisi 3TOTO B CIUCKe COODIIEeHU OTKPOWTe KOHTEKCTHOe MEeHIO U
BbIOepuTe OTMeTHTh > Kak mpounTanHbie mo mare. Ha sKpaHe MOSBUTCS AUAIOTOBOE OKHO,
MO3BOJIsIFOIIlee BBECTH IEPHO]I MOCTYIUIeHUs] COOOIIeHUH, 32 KOTOPbIA Bbl XOTHUTE OTMETHThb

coo0111eHus Kak mpounTaHHble (cM. PucyHok 921).

OTMETUTE Co0BLLEHUA KaK NPOYMTAHHEIE NO JaTe X

OTMeTUTe cooblUEHUA Kak NPOYMTAHHBIE C | 15,[]5,2[]22{ ]

no: | 26052022

o

Pucynoxk 921 - Jlnanorosas naHeyib OTMETKU [IPOYUTAHHBIX COODOIIIEHUH 3a IIepuo]] BpeMeH!

3.11.3 IToMmeTKa COODIEeHMIT KaK CIIaM

Z[JIS[ TOr'0 YTOOKI IIOMETHUTD COO6IH€HH€ KaK CIIaM, BblJJeJInTe ero B CIIMCKe W BBIIIOJIHHUTEe

OJIHO U3 CJIeJIYIOIUX JeUCTBUIM:

— BbIbepuTe MyHKT kKoMaHiHOTO MeHI0 Coobienue > OrMeruts > Kak cnam;

— IIIeJIKHUTe I10 CTPOKe COO6H.[€HI/IH HpaBOﬁ KHOIIKOM MBIIIA U BBIIOJIHUTE KOMaHOy
KOHTeKCTHoro meHio Otmeruthb > Kak CIIaM;

T
< < |
— B obJjacTu IMIpOCMOTpa COO6IJ.[€HI/I$[ Ha IIaHeJIM JEeWCTBUM HAXXMHUTE KHOIIKYy

(OtMeTuTh 3TO COOOITIEHUE KAK CIIaM);

— Ha)XMUTe KHOIIKY J Ha KJlaBUaType.

Coob1iieHre nepeMecTUTCs B nanky «Cramy».

,HJ'[H TOTO YTOOBI BEpHYTb COO6H.[€HI/Ie n3 manku «Cnam» B HNCXOIHYIO IIAIIKY,

BBIIIOJIHUTE OJHO U3 CIIeAYIOIIUX JeUCTBUN:

— BbIOepuTe MyHKT KoMaHIHOTO MeHI0 Coobienue > Ormeruts > Kak He criam;

— I[eJIKHUTE 0 CTPOKe COOOIIeHUs MPaBOW KHOMKOW MBIIIM W BBIOJIHUTE KOMaHIY

KOHTeKkcTHOro MeHi0 OrMeruTs > Kak He ciam;

—B o00/JacTh MPOCMOTpa COOOINeHHsT HA TIaHelIu JeWCTBUNM HaXXMHUTEe KHOIKY

FEENEM | (OTMeTHTh 5TO COOGIIEH e KAK He Cam);

— HaxkmuTe coyeTanue kiaaBui Shift+J Ha kiaBuatype.
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3.12Pabora ¢ ¢puaramu
JIroboe coob1ieHNe B CIIMCKe MOXKHO OTMeTUTh (piaroM ™, 4ToObI 00JIerYuTh ero Mouck

B JaJIbHEUIIIeM.

OTMedeHHBle COOOIIEHMSI XOPOIIO 3aMeTHBI IIPY IIPOKPYTKe CIMCKa BpyuHyo. Kpome
TOTO, JJIs IIOMCKa JaHHBIX COOOIIeHUH IIpelyCMOTpPeHbl WHCTPYMEHTBbl (QWIbTpallMd WU

COPTUPOBKH.

3.12.1 OrmeTka coobienus ¢iarom

YToOBI OTMETUTh OJIHO WM HECKOJIbKO COoO0OIIeHui d¢iarom ™, BbIIeSIUTe JIaHHbIE

COO0DIIIeHNs B CIIUCKE U BBITIOJIHATE OJTHO U3 CJIeYIONIUX JeCTBUIA:

— BbIOepUTe MYHKT koMaHaHOro MeHI0 Coobienue > OrMerurs > Pjar;

— IIeJIYKOM npaBoﬁ KHOIIKM MBI OTKpOﬁTe KOHTEeKCTHOe MeHIO U BBIIIOJIHUTEe

koMmaHny Ormerurs > Puar;

— B CTPOKe, COOTBETCTBYIOIIeHd HeoOXOJUMOMY COOOIIEeHUIO, IeJIKHUTe 110 MapKepy

(cm. Pucynok 922), pacnosiokeHHOMY B CTOJIOIe N (CopTupoBatrs 1o

HaJIm4uo ¢Jiara);

— B aHIJIMUCKOM pacCKiiaike Ha’KMHUTE KJIdBUITY S.

1.0 B Q@ Tema

w MNpuraaweHme Ha

=

MNpeasapuTElbHO

NpepnomeHue ac
Pucynok 922 - Otmetka coobiiieHus ¢piarom

B crpokax BbIOpaHHBIX COODOIleHU, B CTOIOIE N (CopTupoBaTh 1m0 HAJIHYHIO

¢nara) orobpasurcs ¢uar

Yrob6bl ymanuth ¢uiar, BbliesiuTe TpeOyeMble COOOIIEHWs] W BBIIOJIHHATE OJHO W3

OIMCAHHBIX BHIIIe JeUCTBUU IIOBTOPHO.
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3.12.2 ITouck coobienmuii ¢ ¢prarom

Ilns ObicTporo moucka coobiieHud c ¢iaroMm ™ BOCHOJIB3yHTECh WHCTPYMEHTaMU

$UIbTPAIMU U COPTUPOBKH.

YToOBbI 0TOOPa3UTh B CIIMCKe COOOIEHHs TOIBKO C ¢Jiarom ™, Ha MMaHeld OLICTPOro

QQI/IHI:TQEI Ha’>XMHUTe KHOIIKY ¢ﬂar YToOBI OTMEHUTH ITpaBUJIO (bHHpraIII/II/I, Ha>XMHUTe

JAHHYIO KHOIIKY ITOBTOPHO.
YToObl COpPTHPOBAThH COOOIIEHUs 10 HaMW4yuio ¢uiara M, IIEJKHUTE IO 3arojioBKY

cTosona H (CopTupoBars 1o Hammuuio ¢uara). Bece coobiienusi, otMedeHHble ¢arom ™,

OTO6p33$ITCH B Ha4djle CIIMCKd COO6M€HHﬁ. HpI/I IIOBTOPHOM IIlejI9Ke I10 3ar'0JIOBKY CTOJ'[6I_[a

H (CoptupoBarp mno Hamu4uio ¢uara) Bce cOo0DOIleHHs, OTMedeHHble ¢uiarom M,

OTO6p335[TC$I B KOHIIE CITMCKA.

Y106l OTMEHUTHh COPTUPOBKY I10 HalIWuuio ¢uiara ™, OTCOpPTHpYWTe COOOIeHUs B

CITMCKe TI0 IPYTroMy TNPU3HAKY (HarpuMmep, 1o JiaTe).

3.13KonupoBaHue Wiu nepeMelieHye coo0meHun

YToOBbI KONMPOBATh WM MEpeMeCTUTh OJHO WJIM HEeCKOJIbKO COOOIIeHWM B JPYTyr0
MaTKYy, BBIIOJIHUTE CJIeAYIOlIre efCTBUS:

1. Broimenute coobiiieHUd B CIIMCKe.

2. BobinonHuTe KOMaHAY KONUPOBAHUS WM TepeMellleHUs] OJHUM U3 CJIeAYIOIIUX

CII0cO00B:

— BbIOeprTe YHKT KOMaHHOTO MeHI0 Coobdmienue > IlepemecTuTh B manky wiv

Coobmienue > KonupoBars B nanky;

— I[eJIKHUTe TI0 BbIJIeJIeHHbIM COOOIIeHHsSIM TPaBOM KHOIIKOM MBI U BblOepuTe
KOMaHy KOHTeKCTHoro MeHio Ilepemectuts B manky uiu KommpoBath B

Namnky.

3. B oTkpbIBIIeMCS TNOJMEHIO yKaXkhTe TIANKy, B KOTOPyI HeoOXOAWMO

HepeMECTI/ITb/CKOHI/IpOBaTL BbIJIeJIeHHbIe COO6I.[I€HI/I$I.

3.14HacTpoiika 0TOOpaXkeHHUS CITHCKA COOOIIeHMI

B okze, coiepxamem  CIIMCOK COOOIIeHUH, II0JIb30BaTEJII0 IMpeaoCTaBJIAeTCAd

BO3MOXKHOCTb U3MEHSITh HabOp CTOJIOIIOB, UX MOPSIOK U COPTHPOBKY.
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3.14.1 Hacrpoiika cToJI010B

-

Jlnst BbIOOpa CTOJIOIOB, OTOOPa)kaeMbIX Ha TaHEeIH, HAXKMHUTE KHOIIKY , OTKpOeTCs

KOHTEKCTHOe MeHI0, cojiepxKalliee CIIMCOK BCeX JOCTYITHbIX KOJIOHOK (cM. Pucynok 923).

[Echo)] You have been mentioned by... @ Elena Smirnova Bodepure coobusenina

v Ofcymaense

[Echo] You have been mentioned by... @ Elens Smirova

v Npoywrano

[Echo] You have been mentioned by... @ Elena Smirnova v omar

Pucynok 923 - Beibop cTonb110B /71 0TOOpakeHUsI

Croucok coziepXuT cilefiylolive MeHa KojioHOK: Oocy:knenue, IIpountano, dPiar,
Bnoxenus, ABtop, OT, Agpecar, Koppecnnonaentsi, Criam, Ilosnyueno, [lata, Cocrosinue,
Pasmep, Metka, Yuyernas 3amuch, Baxknocts, He mpouurano, Bcero, Pacnosoxenue,

Ilopsimok nosrydyeHus, Y 1ajauThb.

Bribepute HeoOX0MMble Ha3BaHUSI B MEHIO, CIIMCOK COO0DIleHU OyeT repecTpoeH B

COOTBETCTBUU C BIOOPOM.

3.14.2 Ilopsinox pacrnoJioxeHHs CTOJIOIOB

[Io ymosmyaHWIO  KOJIOHKM  CIKMCKa  COOOIIEHWM  WMelT  OmpejielleHHYI0
II0CJIe[IOBaTeIbHOCTh. [lJIsl M3MeHeHMs MOpsiAKa IepeTaluTe 3arojIOBOK KOJIOHKM Ha HOBOe

MeCTO, CITMCOK 6YI[€T rmepecTpoeH B COOTBETCTBHH C O0OHOBJIEHHBIM IMOPSAAKOM KOJIOHOK. HJ’IH

-

£
BO3BpdTd K HAYaJIbHbIM YCTdHOBKAM HaXXMHWTe KHOIIKY , 3@aTeM B KOHTeKCTHOM MeHIO

BbIOepuTe BoccTaHOBUTH MOPAIOK CTOJIOIOB.

3.14.3 CopTupoBKa CIIHCKa COOOIIeHUI

Crosnberi, 1o KOTOPOMY B TeKYII[MH MOMEHT OTCOPTHUPOBAH CIIMCOK, OTMe4YeH CTPeJIKOM.

CumBosioM ' 0003HaYaeTcss COPTHUPOBKA 1O BO3PAaCTaHUIO, CUMBOJIOM - 1Mo yOBIBAaHUIO.
HaxxmuTe Ha 3arosioBok CTOJI0I1a Ui COPTHPOBKY I10 IAHHOMY CTOJIOITy. Haxkmure 3aroioBok

CTOJI011a TIOBTOPHO J|/Isl U3MEeHeHHsI HallpaBJIeHHs COPTUPOBKH.

3.14.4 IIpuMeHeHUe TeKyIIMX HAaCTPOeK K APYTHUM IallKaM

CymiecTByeT BO3MOXHOCTb NPUMEHUTb TeKyIlle HACTPOWMKU K APyruM mnankam. [lis

aE
3TOr0 HAKXMUTE KHOIKY , 3aTeM B KOHTeKCTHOM MeHIO BbiOepute IIpumenuTr Habop
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KOJIOHOK K ... Jlanee BriOepute K mamnke... uiu K BioxkeHHBIM mankaMm ... Ha skpane

BO3HHUKHET AuaoroBas maHesb (cM. PucyHok 924).

MpumeHnTe M3MmeHeHnA? *

® MpumMennTe HaBop KonoHoK Terkywed nankw K lWaGnore?

-

Pucynok 924 - [IpumeHeHre TeKyIIMX HaCTPOeK K Iarke

Haxxmute OK, HacTporiku Oyy nmpuMeHeHbl K BLIOpaHHOM Manke.

3.15Bbb1cTpHIii UILTP COOOIIeHUIT

[Tanens 6vicTporo ¢uibTpa NpenHa3HaveHa Jisi GUIbTPAIUK CIMCKA COOOIIeHU 10

Pa3/INYHBIM [IapaAMETPaAM.

YTo6bl CKpBITH/OTOOpa3uUTh IaHelb OblcTporo ¢uiabTpa, BBINOJIHUTE OAHO U3

CIIeIYIOIUX JTIeUCTBUM:

— B KOMAaHJIHOM MeHI0 CHuUMUTe/TiocTaBbTe ¢uiakok Bup > Iloka3aTh / CKpBITH >

ITanens 0bICTpOro GuiIbLTpa;

7 BoicTpLIf dMAsTp |
— Ha I[IdHeJIU UTHCTPYMEHTOB HpPIJIO)KEHI/ISI HaXXMUrTe KHOHKy y

— Haxxmurte couerauue kiaasuil Ctrl+Shift+K.

B oxHe coobmieHuii MOSIBUTCS NaHesb ObICTporo ¢uiabTpa coobiieHui (cM. PrcyHok

925).

Cosgars {5] Agpecaskhmra 2] 3agaun (3] Hanewgaps  [3) Mema v 5 Bocipmiduastp b CrHxposmsauma
# @ HenpounTanHoie ™ @nar & Howtakt @ Metew [ Bnosmesua 20 coobimerm Smimay [~]
Ana: [0 ¥ ” Tme] Teny
Tema Antop Dave t B
~
[ Mprrnawerne sa cepuzo coboimwi «063ope 15/07/2022, 12:00 (GMT+03:00) elena, smimnava@techwr myaffice.ru
o] MNpeagapHTENBHO NPHEATE NPHENAWEHHE Ha c2pWi0 coBemui «Mpoekt 1n 05/07/2022, 11:00 {GMT+03:00) V.8 admin@techwrmyoffice.n

Pucynok 925 - Ilanens 6picTporo ¢puiibTpa cooOIeHni

— Ha)XMUTe KHOTIKY ¥ Jiy1st puKcamuy GUIIbTpa [PH MepeKIIoYeHNH AIoK;

® HenpoyWTaHHbIE

— HaXMHTe KHOIIKY JIIA OT06pa)K€HI/ISI TOJIbKO HeIIpOYKUTaHHbIX

COOOIIeHUH;
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M dnar

— Ha’XMHWTe KHOIIKY JJIA OTO6pa)K€HI/I5[ TOJIBKO ITOMe4YeHHBbIX COO6H.[€HPII>1;

= HoHTakT . .
— HAXMUTE KHOIIKY VIS OTOOpakeHUsI TOJIbKO COOOIIEHUI OT JIIOJei U3

Ballleil aJIpeCHON KHUTU;

— HAXXMHUTE KHOTIKY @ MeTku JUIST OTOOpaKeHUsI TOJIbKO COOOINEeHUM, WMEIOIINX
METKUY,

— HaXKMHUTE KHOIIKY 0" Bnoxerna J1s1 0OTOOpakeHUsl TOJIbKO COOOIIEeHHH, UMEIOIINX
BJIOYKEHUS;

- HCHOHBSYIZTQ I1oj1e Cl)I/IJ'Ipra JJId BBOA I1a0JI0HA TTOMCKA.

st punibTpanivu cooOIeHNH 110 TeKCTY B IIPaBOW YaCTU [TaHeIu HaXOJUTCS I10JIe BBOJA

mabsioHa ¢unbTpanuu. [1pu BBojie TekcTa:

— IIOABATCA KHOIIKHM, ITO3BOJIAIOIIIHE BbI6paTb IIOJIsI, K KOTOPbIM 6y,£[eT IIpUMEHEeHa

dwibtpanusa: OrnpaBurento, Ilonxydarenam, Teme, Teny;
— Oy/leT U3MeHSThCsl COJIEP’KUMOe CITHCKA COOOITIeHMUI;

—cJieBa OT TOJsSE BBOJA OyIeT oToOpaXkaTbCsl TeKyllee KOJMYeCTBO COODIIEeHHH,

COOTBETCTBYIOIINX NJAHHOMY CI)I/IJ'Ipry.
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3.16Hacrpoiika ¢uabTpanum coodmeHui

s penakTvpoBaHUS (PUIBTPOB COOOIIEHMI BbIOEpUTe ITyHKT KOMAaHJIHOTO MeHIO

HNucrpymenTs! > PunbTpshl cooduienuii. Ha skpaHe mosiBUTCS TMaoroBoe OKHO yIIpaBJieHus

dwbTpamu (cMm. Pucynok 926).

4 TunpTpol cooblyenni - O Pt
Ounetpe ane: | G2 Moura gna «alexandrsmirnovi®techwr.myoffice.rus w louck GUABTROE Mo WMEH
BrnrouEHHBIE HRNETPS 3MYCKAKITCA BETOMATHYECKH B YKA3EHHOM HILKE NOPAAKE, 1 punsTp
naa gunbTpa Brnwouer Coznats... b
CravpHos
Wapaerume,
SAMHTE:
B Hayano
Eran
Huaz
3anycTuTe BRIGpaHHEIE GUALTPE B NaNKe BxogAu 12 MNowra g exandr.smim b Ay CTHTE Kypuan puwnetpos

Pucynok 926 - [luanorosoe okHO yIipaBiieHHsl GUIbTPaMu
B criucke otobpaxatoTcsi GuiIbTPhI, CO3/IaHHBIE 711 BBIOpAaHHOM MaTlKU.
Jly1st paboThl ¢ GUIbTPaMU IOCTYITHBI CIIeIYIOIIIe eHCTBUS:

— HUCIIONIb3YHTe NlepekiitodaTesib PuiabTpHI [ BIOOpa MalKy;
— UCIIOJIb3YUTe I10J1e II0MCKa PUIIbTPOB IS [IOUCKA GUIIbTPA 10 UMEHU;

— HaxkmuTe KHONIKY Co3aaTh 1S CO3/TaHUsI HOBOTO GUIILTPA;

— ecJId B CITMCKe BbIOpaH GWIbTP, TO MpU HaxkaTuu KHOMKKA Co3maTh B BhITIAAAIONIEM
MeHIO Oyzer gocTtynmHa kHomnka KommpoBaThb, HaXXMUTe ee JjIsi CO3JIaHUSl KOIUU
BBIOPAaHHOTO PUIILTPA;

— HaXXKMUTe KHOTIKY Y JAJIUTh JIJisl yAaJleHus] QUIIbTpPa;

— I HaBUTAllMM TI0 CIUCKY UIBTPOB MCHOJB3yWTe KHONKKA B Hawamo, Beire,
Hu:xe, B xonerr;

— I 3amycka ¢uibTpa BblOepuTe TMANKy B BbIIAJA0NIEM MeHI0 3alyCTHTh

BbIOpaHHbIe QWILTPHI B IANKe, 3aTeM HAKMHUTE KHONIKY 3allyCTHTh;
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— HaxMuTe KHONKY 2KypHan ¢uabTpoB i OTOOpakeHHs XypHajla, B KOTOPOM

cobpaHa uctopusi IpuMeHeHus PUIbTPOB.

Jlist Toro, 94TO6BI IPUMEHNUTh QUIBTPHI K IAllKe, BbIOepUTe IIYHKT KOMaHJIHOI'O MEeHI0
HNucrpyments! > Ilpumenuts GuibTpbl K nanke. /11 Toro, 9To6bl NpUMeHUTD GUIIBTPHI K
KOHKDETHOMYy COOOIIeHHuI0, BblOepUTe coOOIlleHWe B IIallKe 3areM BbIOepUTe IIyHKT

koMaHiHoro MeHio MHcTpyMenTHhI > IIpuMeHUTh GUIBTPHI K COOOIIIEHHUIO.

3.17Co3panne ¢puiabTpa coodIIeHUI

Jlist co3nanust GpuiibTpa COOOITIeHU BBITIOTHUTE OAHO U3 CIIeyIOIIUX JAeiCTBUM:

— BbIbepuTe MyHKT KoMaHaHOro MeHio Coobmenne > Co3gaTs QUIBTP;

— BbIbepuTe MyHKT KoMaHAHOrO MeHI0 MIHCTpymMeHTBI > PHIBTPHI COO0OLIEHMIA, B

OTKPBIBIIeMCs uanore GUIbLTPOB HaXkKMUTe KHOIIKY Co3maTs;
— B OKHe IIPOCMOTpa COOOIIeHUs] HaBe[UTe KypCcOp Ha IIOYTOBBIN ajpeC U BBIZOBUTE

KOHTeKCTHOe MeHI0 1 HaxkmuTe Co3paTh QUILTP H3.

Ha OKpaHe IIOABUTCA JHUAJIOrOBOE OKHO CO3ddHHUS ITPAaBUJI Cl)I/IJ'IpraI_[I/II/I (CM. PI/ICYHOK

927).

Mpaswna punsTpauun e

Mper dwnwtpa:  From Elena
MNpumename grasTp mps:
3anycke BpyHHYTD

MomyueHin HoBOA NouTer  DUALTPOEATE NEPE] AHANWIOM Ha CRa ¥

Apxuoauun
Mecne oTRpagel NoWTL

Megpnoguqeckn, paz e 10 muaHyT
D) Brnonnenin scex yonoeni Bmineanenmu areboro U3 yenosni Bes xakux-nnbeo yonoena

Or b COAEPANT w Elena +

MperIBcTE CREAYEOLIWE JEACTEHA:

Mepemectars cocbuwe.. ¥ | B Brogawme na Mowta ana salexandr.smimov@tech.., v +

O Orsaera

Pucynoxk 927 - JlnamoroBoe OKHO CO3/IaHUS PaBWI GUIbTPAITUN
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st co3manust UIbTpa BBIOHUTE CIIeyIOIIe T1eUCTBUS:

1. Bribepute HazBaHUe GUILTPA.

2. Boibepute cobbiTHe 3amycka UIbTpa:

— IIpU 3aITyCKe BPYYHYIO;
— IIpY TIOJTyYeHUH HOBOM MOYTHI;
— IIpY apXUBaIUy;
— T0CJIe OTIPaBKU MOYTHI;
— c nepuogoM 10 MuHYyT.
3. Copmupyiite ycinoBue cpabaTeiBaHUsl GUIbTPA, AJiE 3TOr0 BbIOepuTe IIOJIe

dunbpTpanuy, yciioBue U mabioH. [Ipy HeobxoquMOCTH MOXKHO CO3/aTh HECKOJIBKO

YCJIOBUH.

4. ChopmupyiiTe mAeWCTBUS ISl THCEM, COOTBETCTBYIOIIMX YCJIOBUSIM JITaHHOTO
dusbTpa.

5. Haxmure knHonky OK, ¢unbTp Oymer co3naH, Ha 3KpaHe IOSIBUTCS [MaJOrOBOe

OKHO, cojieprKalliee CITCOK BCeX GUIIbTPOB.

3.18HacTpoiika aBTOMaTH4eCKOro oTBeTa

CymiecTByeT BO3MOXHOCTh OpraHM3alliM aBTOMAaTHYeCKOro OTBeTa Ha IHMCbMa
MIOCPE/ICTBOM CO3/IaHMS ITabJIoHA W JajibHeWIleld HACTPOMKM GUIbTpa COOOINEeHWH C
WCIIONIb30BaHKeM 3Toro ImabsoHa. [ljis HAcTPOMKM aBTOOTBETA BBIMOJHUTE CIleAyIolire

eVICTBUSL.

1. CozmaiiTe mabioH nuchbMa aBTooTBera. (Co3galiTe HOBOe CooOIeHuWe, 3aTeM

COXpaHUTe ero Kak IabJIOH TOCPeJICTBOM BBINOJHeHHsT koMaHzibl Paim >
CoxpanuTs kak > IIla6oH.
2. Hacrpoiite ¢punbTp cooOIieHuid, UCHOb3Yys AAaHHBIN 1mabioH. s aToro cospaiire

HOBBIM QUILTD COOOIIeHUM, 3aaiiTe HeoOXOoquMble YCJIOBUS GUIbTpAIlMHM, a B

KauecTBe HercTBus BbiOepuTe OTBeTUTH MO mabdsoHy (cM. PucyHnok 928), 3aTem B
BBITIAZIAIOIIEM CITMCKe BbIbepuTe HeoOxoauMbii 1iabioH. Haxkmure OK, dunbTp

aBTOOTBeTa OyIeT Cco3/iaH.
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Mpaewna ¢rALTpALHA 4

Wya dunetpa:
MNpumenaTe $uasTp nps:
3AMYCKE BEYMHYID

Mony<eHan HoBOA NovTe: | DUANTROBATE NEpes AHANMIOM HA CH2M ¥

ApxnBaiin
Mocne oTNpaEKK NoMTE

Mepnognaecks, pas e 10 sumyT

) Bunoanensn ecex yonoswi EbinoAHEHNA ADG0MT M3 YCNOEHA Be3 kakux - Anbo yonoEnaA

Oor W COBNAZAET C P alexandersmimovEtechwr@myof,  + -

MpoussoquTe CASIYIOWNE QERCTEMA

OTeeTuTe NO WabnoHy ™ " +

I You have been mentioned by Elena Smimova r| |

QK Orsaena

Pucynok 928 - Mcnonb3oBaHue 11a0JI0HOB MPY CO3[j@HUM NIPaBUiia GUIbTPAllAN

3.1906cy:xnenus

Pexxum 0o6cy>xneHus 1no3BosiseT 0TobpaxaTb COOOIEeHUs] B MepapXUieCcKoM Bufe. JTO
yA0OHO HCIOJIb30BaTh B CHUTYaIMsX, KOTJa HECKOJIbKO JIIOJled OTBEYaloT Ha COOOIeHUs B

pacchuIKe.

HJ'IH ImpeCTaBjieHruda CIIMCKa IIMCeM B BHE O6CY)K,I[€HI/I$I Ha IIdHeJIM HMHCTDYMEHTOB

Ha)XMHUTe KHOIIKY Bbi3oBa MeHI0O — (MeHI0 MoiiO¢uc Iloura), B MOSBUBIIEMCS MeHIO
BbibepuTe Bup > CoptupoBka > Ilo o0cyxmenusam. [l Bo3BpaTa B WCXOJHBIM BUJ

BbibepuTe Bug > CopTupoBka > He no obcy:xneHusM.

B pexxuiMe 06Cyk/ieHHsI OKHO CO CITMCKOM COOOITIeHUI BBITJISIUT CJIeYIOIMUM 00pa3oM

(cm. Pucynok 929).

i oo v HanomuHaHWe o cobblT HanoMHHaHKWA @ EneHa CwvupHoBa Enexa CvMHpHOBSE
HanomwHaHWe o coBbITUM HanoMMHaHWA @ Enexa CMHpHOBE EneHa CMMpHOEE
HanomuHadue o cobbITMK HanoMUHaHKA @ Enena CmMpHOBE Enena CMmupHOEa

Pucynoxk 929 - OTobpakeHue criricka COOOITIeHUH B BUle 06CyXIeHUH



844
502220.29144487-2016-01 34

Cy1iecTByeT BO3MOXXHOCTb BBITIOJTHEHUSI JEWCTBUS [ BCeX COOOIIeHUH B BeTKe
obcyxaeHus: - HalpuMep, yAaJIUTh, 3aapXUBUPOBATh WIM MOMETUTh UX. [[Ji1 3TOTrO BblenvTe
CBEPHYTYI0 BeTKy U BblOepuTe COOTBETCTBYIOIlee JeMCTBHe, HalmpuMep, HUCIIOIb3Ys
KOHTEeKCTHOe MeHI0. [lo-TipexxHeMy Bbl MOXKeTe BBITIOJIHSTD JIeHCTBUS ISl JIF0OOTO OTIeIbHOTO

CooOI1IeHus], Pa3BepHYB BeTKY U BbIOPAB HEOOX0JIMMOe COOOIIeHHe.

Ecim pasroBop B cIMcke pacChUIKA BaCc He UHTepecyeT, Bbl MOXeTe ero MpOIyCTHUTh.
ITO cKkpoeT (HO He y[IaJuT) BeTKYy U3 Balllero CIucKa COOOIeHUN U OTKIIOUUT YBeIOMJIIeHUS O

HOBOM IIOYTEe [JIs HOBBIX OTBETOB.

3.19.1 IlpomycTuTh 00CYyKIeHHE

,HaHHaH BO3MOXXHOCTb UCIIOJIB3YEeTCAd OJId CIIMCKOB PACCBUIKH. OHa 1103BO/IMT HEe YUTAaThb
OCTAJIbHYIO 4YdCTb Ppa3roBOpd, KOTOpdasd BaM He OYeHb HHTepeCHd, HO IIpHU 3TOM OCTABHUTb

BO3MOJKHOCTB CJIe[IUTH 3a BCEMU APYI'MMH Pa3rOBOpPaMH.

Ytob6bl MponycTUTh 06CyXIeHue, IIeJIKHUTe 0 HeMy IpaBOiM KHOIKOW MBIIIA U B
BbIMaaroleM MeHio BbiOepuTe IlpomycTuts obcyxxaenue, 6o HaxmuTe KiaBuiry K. 9to

II03BOJIUT IIOMETUTh BCe CO0DIIeHNs B BBIOPAHHOM pa3roBope Kak IpOIlyIlleHHbIe.

3.19.2 IIpomycTHTh BeTKY 00Cy:KIeHuUs

JlaHHasi BO3MOXXHOCTB 1oxoxka Ha IIpomycTuTh 00CyKmeHue, HO ITPOITYCKAIOTCS He Bce
COO0D0IIIeHsl BETKH, a TOJIbKO Te, KOTOpPble HAYMHAIOTCS C TeKyIIero COoOIeHus. JTO MOXHO
WICIIONIb30BATh [JIsl MPOIyCKa Pa3rOBOPOB, KOTOpPble BBIXOMST 3a pPaMKU TeMbl HAadMHasl C

orpenesieHHOro OTBeTaA.

YT06B!I PONYCTUTH BETKY 00CYX/IeHHs, [IeJIKHUTe TI0 HeMY IpaBOM KHOIIKOM MBIIIU U
B BbIIajaomeM MeHI0O BblOepuTe IIpomycTHTHL BeTKy 00CyxkaeHHsI, JTMOO HaXMHUTe

coderanue kiasum Shift + K.

3.19.3 OrciexuBaTh 00Cy:KIeHHE

JlaHHass BO3MOXXHOCTb WCIIOJIb3YeTCsl Il CIIMCKOB HOBOCTEM, KOTOpble BaXKHBI [IJIsI
nmosib3oBaresisi. YToObl OTCIeIUTh WM TepecTaTh OTCIIeXKUBATh HOBOCTHYIO BETKY, IEIKHUTE
10 Hel MpaBoM KHOIKOM MBIIIM U B BBINAJAI0IeM MeHIO BbIOepuTe/CHUMUTE IepeKiIovaTesib

OTciexnBaThb 06Cy)KI[EHI/IE.
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3.20I1ouck cooOIIeHHH B nIANIKe

s morcka cooOiieHust BblOepUTe NMyHKT KomaHjaHoro meHto IIpaBka > Haiitu >

ITouck coobmenwmii, m60 Bocmoab3yWTech couetanreM kiaBuin Ctrl+Shift+F. Ha skpane

MIOSIBUTCSI TAAJIOTOBOE OKHO MOMCKa coobiennii (cM. Pucynok 930).

4 Mowes cooBugennii.,. - 0 W
|.-'1£um; B Aanse: E Bx CAALLYAE Ha MNeuta ana -M||.~::andr.=mirnwﬂ'lc:hwr.mﬂ:ic:.ruo o m
Binpouan BnosEHHEIE NENKA OuncTuTs
33Oy CTHTE NOWCK HA CEpEEpE
n BrnonHeHMW BCED yONOBMA BrinoaHeHws nnbore u3 yonoesi
Teraa b COLE P b Elena *
Fmnx Tenia AETap Kag.. A | PacnofoseHE v =]
[Echio] You have been mentionad by .. Elena... ... Brogawme
[Echo] Yau hawve been mentioned by ... Elena... ... Bxoaswme
[Echo] You have been mentioned by ... Elena... .. Bxogruwme
OTkpEME MNepepecmims & { 4aNTE OTEpEITE B Nanike CogpanHnTs Kak EWPTYANRHYHD Ny
nafgeno 3 connagenua

Pucynoxk 930 - JInamoroBoe okHO 1MOMCKa COOOIIIeHUH
Jlyis IorcKa ajipeca BBITIOJTHUTE CIIEAYIOIIHe JeUCTBUS:

1. BribepuTe mMecTO 1oMcka (KOHKPETHYIO MarkKy).

2. HacrpoiiTe 11oMcK BO BJIOXKEHHBIX IAIKax IepeksodyaTesieM Bkirouas BiioxeHHbIe

IIAITKH.

3. Boibepute Buja Tmoucka (Ha cepBepe/JIOKalbHO), HCIOIb3ysl IepeKIoYaTelb

3amycTHThH IIOHCK Ha cepBepe.

4. CdopmupyiiTe 3ampoc MOUCKA, Ui 3TOr0 BhIOEpHUTe IoJie /il OUCKA, yCIOBHe U

11a6:10H. [1pu HeobxoMMOCTH MO>KHO CO3/1aTh HECKOJIbKO YCJIOBUM.
5. Haxkmure kHonky HaiTu /119 Havyaia MOUCKA 110 3a/IaHHBIM yCJIOBUSIM.
6. [lpu HanMuMu coBMafieHUH OHU OYIyT OTOOpaXkeHbl B ITAHEJIW pe3yJIbTaToB.

7. Haxmute kHONKY OYHCTUTS JIJ1s1 OYUCTKH YCIOBHUM ITOKCKA.
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Bribepute cTpoky C cooblileHMeM Ha IaHejM HaWIeHHBIX pe3yJIbTaTOB, BBIIIOJIHUTE

crenyroliye JeUCTBUS 71l COOOIeHUs:

1. Haxmure kHOonky OTKPBITH, Ha 3KpaHe OTKPOeTCsS IlaHellb peNaKTUPOBAHUs

COOOITIeHUS.
2. Haxmure kHomky IlepemecTHTh B U BBIOEpUTE TMTamNKy i TepeMelleHus

Co00IIeHMS.

3. HaxxmuTe KHONKY YaJIUTh [IJIs YaJleHHs COOOIIeHusl.

4. Haxmute xkHONKY OTKpPBHITH B IAIKe JJIsi TOrO, YTOOBI IMMCbMO OTOOpA3UIOCh B
ranke, B KOTOPOW OHO HAXOJUTCH.

5. Haxmure kHOIIKy COXpaHUTh KaK BHPTYaJIbHYIO0 NAMKY /JIs TOTO, YTOObI CO31aTh

BUPTYAJIbHYIO IIAIIKY XU COXPAdHUTLH B Hee COOGIIIEHI/IE.

3.21T'7100aIBHBIN IOMCK COODIeHUs

Jist riobanpHOro Norcka coobIeHri BblOepUTe IyHKT KoMaHaHoro Mexio IIpaBka >

Haiiti > I'mobanpHbIi MOMCK, MO0 Ha MaHeIW WHCTPYMEHTOB HCIOJIb3YHTe CTPOKY BBOJA

JJI r7100aJIbHOTO TIOMCKA ITMCEeM (HQPEXOH Ha 3TO IIOJie OCYUIeCTBJIAETCA II0 COYeTdHUIO

knasui Ctrl+K).

B ocHoBHOM oOKHe IPpUJIOXKEeHHWs OTKPOeTCAd HOBadA BKIIdIKa C pe3yJibTdTaMH

ry106aIpHOrO MoKMcKa coobieHui. JlocTynHbl GUIbTpaIvs U COPTUPOBKA CIIMCKa.
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3.22ITouck agpeca

HJ’[SI IIOMCKa ajpeca BOCHOHbBYIZTECb paCliMipeHHbIM DPeXHWMOM IIOHMCKa B aHPECHOﬁ

kHHUre. Bribepute myHKT komaHaHOro MeHIO IIpaBka > Haiitu > Ilouck agpecoB. Ha skpane

MTOSIBUTCSI TAAJIOTOBOE OKHO TTOMCKa B afipecHOM kuure (cM. PucyHok 931).

4 Paowmpernnii pexim noucka § agpecHof KHHre -— ] 4
MegTo nowcka: Bce agpecHpie kHIMM b m
QeapacTHTE:
0 Brnonsesinn Beex yenoeni BrinaaHesvn nobora U3 yeaoeni
CIprasiaawma b COAEQENT b MyOffice +
Hean A INeKTpoHKAN NouTa JipraHnaauian PaB. .. H
k-4 MAagicearap Crmpaos slexandramirmavBtes o rmpalffice.ru My Office
B Elena Smimava elenasmirnova @ techer myatficeru by Office
Hamagsa 2 coBRsAEHA

Pucynok 931 - JluanoroBoe 0KHO OWCKa

HJIS[ IIOMCKa aipeCa BBIIIOJIHUTE CiieJyronire JenCTBUS:

4.
5.

BbI6epI/IT€ MeCTO IIOHMCKa (KOHKpETHYI-O dIpeCHYI0 KHUTY, BCe dJJpeCHble KHHIU,

coOpaHHbBIe afipeca).

CdopmupyiiTe 3arpoc MoOUCKa, s 3TOT0 BbIOEpUTe ToJIe TIOMCKA, YCI0OBUe TIOMCKa

u 1ma6710H norcka. [1pu HeobX0AUMOCTH MOXHO CO3/]aTh HECKOJIBKO YCIIOBHUH.
Haxxmure knonky HaiTu 171 Hadasia OMCKa 110 33/IaHHBIM YCJIOBHUSIM.
[Tpy Hanmy4My coBIa/ieHui OHU OYyT 0TOOpaXkeHb! B ITaHEJI Pe3yJIbTaToB.

Haxmure KHOIIKY OuucTuTh JJId OYUCTKHU YCJIOBI/Iﬁ ITIOHMCKaA.

Bribepute cTpoky C ajgpecoM Ha NaHeNlM HaW[eHHBIX pe3y/bTaTOB, BBIIIOJHUTE

cilegyromniye JEeUCTBUS OJIsI aJipeca:

. Haxmure xHomky CBoiicTBa, Ha D5KpaHe OTKPOETCSl IaHelb peNaKTUPOBaHUS

KOHTAKTA.

. Haxxmure KHOIIKY C03I[aTb, Ha 3KpaHe OTKPOETCH IIaHeJIb CO3/1dHHd KOHTAKTd.

Haxxmure KHOIIKY YIIaJII/ITI), Ha 5KpaHe OTKPOEeTCs 3alIpOC Ha yid/ieHHe KOHTJKTd.
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3.23 ApxuBarnusi Co00IeHUIt

YT0OBI IepeMeCTUTb B dpXHB OJJHO WJIM HECKOJIBKO COO6m€HHﬁ, Bbie/inTe uX B CIIMCKe

Y BBIIIOJIHUTE OJTHO U3 CJIeIYIOIIUX JeNCTBUIMA:

— BbIOepuTe MyHKT KoMaHaHoro MeHio Coo0iieHue > ApXUBHPOBATh;

— IeJIYKOM HpaBOfI KHOIIKKM MBbIIIN OTKpOﬁTe KOHTeKCTHOe MEeHIO M BbIIIOJIHUTEe

KOMaH/ly ApXHBHPOBaTh;

—eCclIM B CIHCKe BBIIRJIEHO OJHO COOOIIeHHe, B 00JAaCTH IPOCMOTpA JTaHHOI'O

COOOIIeHUST HAXKMUTE KHOIIKY = (ApxuBHpOBATH 3TO COO0IIeHUE);

— eCJI1 B CIIMCKe BblJJeJIeHO HeCKOJIEKO COOGMEHHﬁ, B 00JIaCTH IIpOCMOTpPA COOGH.[E‘HPIIZ

Ha)KMHUTe KHOIIKY ApXHBHPOBATh;
— B @QHIJIMMCKOM pacKyajike KJIaBUaTypbl HAXKMUTe Ha KJIaBUIly A.

Coobmienust 1niepeMecTsiTci B «ApxuBbl» U OyAayT pasMellleHbl B IIallKe,

COOTBETCTBYIOIIEH TeKyllleMy rojy, Hanpumep, «Apxusbl / 2022».

3.24Ynanenue cooOIeHH

YT06B!I YIaMUTh O/IHO COODIIeHNe, BBIIOJIHUTE CJIeIyIole JeHCTBUS:

1. Buimenure coobirieHyie B CIIUCKe.
2. BbImonHUTe KOMaHAY yIajdeHUs] OOHUM U3 CIIeAYIONUX CIIOCOOOB:

— IIeJIKHHUTe Hp&BOfI KHOIIKOM MBIIIA 110 CTpOKe COO6HI€HI/ISI KN BBIIIOJIHHUTE

KOMdHy KOHTEKCTHOI'O MEHIO ynaJII/ITb COOGIIIEHI/IE;

i
—B 00JaCTM TPOCMOTpAa COOOIIEHUs] HAXXMHUTEe KHOIIKY (Il (Ypanure 23TO

CooOIIIeHue);

— HaxxmuTe kiasuily Del.
YToOBI yaIUTh HECKOJIBKO COOOIIIEHUH, BBITOTHUTE CIIeyIOIUe TIeMCTBUS:
1. Brimenurte ma"nHble COOOIIEHUS B CIIUCKe.
2. BoinomHUTE KOMaHAY yAaJIeHUs OJJHUM U3 CIJIeyIOIIUX CII0COOO0B:

— IIeJIKHUTe I10 BbIAe/IeHHbIM COO6HI€HI/I$IM npaBoﬁ KHOIIKOM MBIIIU W BBIIIOJIHUTE

KOMdHY KOHTEKCTHOI'O MEHIO YnaJme BI)IGPHHHLIE COOGIIIEHI/IH;

— B 00JIaCTH MPOCMOTPA COOOITIeHU HAXXMUTe KHOIIKY Y IaJINTh;

— HaxmuTe kiasuily Del.
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VY nanenHbie COOOITIEHUS TTEPEMECTSITCS B TATKY « Y JaJIeHHbIeY.

3.25I1euaTs cooOIIeHMIT

st TpeBapUTeNIbHOTO IIPOCMOTpa COOOIIeHusl Iiepefi Ie4aTblo, HACTPOWKHU
IlapaMeTpoB Ie4aTH U AajibHelllleil Ied4aTH COOOIIeHHs BBIIOJIHWTE OAHO U3 CJelyHoIIUX

JEeMCTBUM:

— BBIJIEJTUTE COOOIeHHe U BhIOepuTe MyHKT KOMaHIHOTO MeHIO Paiin > IleuaTs;

— BbIJIeJINTe COOGHIEHI/IE, Ha I[dHeJIM MHCTPYMEHTOB HAXXMHUTE KHOIIKY BbI3OBda MEHIO

— (meno MoitOduc Iloura), B nosiBuBIiiemcs: MeHto Beibepute IleyaTs;
— BoIesUuTe coobienue, Haxxmute Ctrl+P;

— B OKHe IpeJIBApUTEIbHOTO IMPOCMOTPA COOOIeHUs HaXKMUTe KHOMKY ¢=¢ (boJsbIie
JMeMCTBHI), B BOBHUKIIIEM KOHTEKCTHOM MeHIO BbibeprTe koMaHly Pacmeuarars;
—B OKHe [IpeJBapUTEeJIbHOTO IIPOCMOTpPa COOOIIEeHUs] BBIOJHUTE KOMaHJy

KOHTEeKCTHOI'O MeHIO PacneanaTL;

— IeJIYKOM HpaBOﬁ KHOIIKM MBIIIINU BbIJeJINTe COOﬁHIGHI/Ie M BBIIIOJIHUTE KOMdHOY

KOHTEKCTHOTo MeHI0 PacmeuyaTars.
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Ha skpaHe OTKpoercs maHenb TpeABapHUTEIbHOrO MPOCMOTPA M TedaTH COOOIeHus

(cm. Pucynok 932).

—_—— MNevyaTtk 1 AMCT GyMarK
Tosax B pacovwal
O, P < T e A
Lera: 11053828 130%
Rsaay, | a5y ey iy, 6 et e vy I'Iq.rryuargnu

e m—m [ & kyocera TASKalfa 307a w ]

Tue, War 3%, 20TE, 12 LY W08 T8 woir

e Yncno Kommi

SR
OpueHTaumn

I__‘I KHitsmas I-_"'l AnsSamHan
Crpasvue

Bce ES

Useronoil pesuas

Bce nactpoiikn b

MeuaTaTh, MCNONBIYVA CHOTERILIR [ v

Pucynoxk 932 - Ilanens nedaty cooOIieHus

ST L CELIRD

Ha nanenu uHCTpyMeHTOB B IpaBOM YacTH IIaHeJId HaCTPOMTe IapaMeTpsl nedaTu. [liis
TOro, 4ToObl pacredaTaTb coobieHue, HaxkMuTe KHOIKY Ileyars. [l BbI30Ba CHCTEMHOTO

JHajiora 1nmedaTtu BI)I6epI/ITe CCBUIKY HeanaTL, HCIO0JIB3ysA CHCTEeMHBIN THAJIOT.

3.26PaboTa B aBTOHOMHOM peKuMe
IIpu oTcyTCTBHYM CETeBOro CoeJMHEHHs BO3MOXKHA paboTa MPUIOXKeHHs] B aBTOHOMHOM

pexxuMe. B 3ToM citydae UMeIoTCs OTIIMYMS OT OOBIYHOTO peskrMa paboThl.

1. [Ipy mombITKe MOTYYUTh COOOINEHWS] Ha 3KpaHe BO3HUKaeT coobiieHue "Bbl
padoTaeTe B aBTOHOMHOM pexuMe. XOTHTe MOTKIHYUTHCH ISl MOJIydeHHUsI

HOBBIX cooOenui ?"

2. Bmecro OTIIPABKH IIMCbMd COXPAHAKOTCA B IIdIIKe qepHOBI/IKI/I.
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3. KHomka otmnpaBku — cooOleHHsT  comepXuT TekcT OTHpaBUTH — IO3iKe.

(cm. Pucynok 933).

4 Cozpanue coolierdn: [Ges Tembl) - MoROEu@e Mouta - o =

Padn [paexa Bwa Horae Popid HecTpojky  MHoTpyseHTsl  Cnpaesa

= OrnpasuTe rnaxc:.q] F. Mpaganucanve % (31 BeaonacHooTe % [2) CoxpaqHETe J Browwre ~

Or Anescangp CruepHos <alexandrsmimoviitechwrmyoiiicer. (onMA  CHpHTaREOMMA  OGpaTHEG agpec
oy [an-;n ChnpHeea <elena smimovag@techwr mycffice. nis
Tewnz

Pucynok 933 - Ilanens coobiienus B pexxume odiaiia

Jy1s BKJIIOUEHMs] WIK BBIK/IIOUYeHHs] aBTOHOMHOI'O pesKrMa paboThl UCIIONIb3yUTe MyHKT

KoMaHJiHoro MeHi0 Paiisr > ABTOHOMHas padoTa > PaboraTh aBTOHOMHO.

Hactpoiiku paboTbl B aBTOHOMHOM pexume ONucaHbl B pasnene Hacrtpoiika

HapaMeTpoB aBTOHOMHOM pabOThI.

4 PEJAKTHUPOBAHUE COOBIIEHHA
4.1 OKHO peJaKTHPOBAHMS COOOIIEHUS

OKHO pefaKTUPOBAHUS TMChMa BBITJISIUT CJIeAyomuM obpa3oM (cM. PucyHok 934).
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MNaHenb 3aronoBKOB coobLleHHA KomaHgHoe MeHmo MNaHenb UHCTPYMEHTOB
~J4 Cospbrne cooBuienna: (Ges Teme) - MyOfficeMail — O *
|ga|.7u1 Mbaexa Bug BcTaewTe QopmaT HaECTPORKW  MHCTpYMeHTel CrhpaExa |

otpasute R MNpaBonucaHue v ) Besonacwoctev 2 COoXpaHWTE v I Bromwrs v
Or | Anekcangp CmupHoB <alexandrsmimov@techwrmyofficeru= TosTa gns KonuA  CkpeiTas konuA  OSpaTHeIi anpsc
Komy:
Tema:
ABzaL v || MponopuvaHansHsIi v BT BIU & 228 E =Ev [I]Jv

v 2 Attachments Mpennonaraemsiii pasmep nucamMa.: 29,1 KB
Kuuralecsy 63 Baitt | @] test].docx 213 KB

a ABpec 3MeKTPOHHOI NOYTLl, COOTESTCTEYOWMIA aapkcy B none OT, He HaigeH. CocBlieHne GyasT oTNPaBEMEHD C UCTIONS30S3HUEM TEKYILETD X
anpeca & none OT: W HACTPOEK 3APECca INEXTPOHHON NoYTEl AnekcaHap CvupHoe <alexandrsmirnov@techivr myoffice.rus.

Pyccrui

WHdopmaunoHHana naHenb MaHenb BNoOXeHUA MaHenb cpopmaTMpoBaHUA TeKcTa [laHenb pénaKTHpOBaHHH

Pucynok 934 - OkHO pelakTUPOBAHMS MUCbMa
[TaHenu okHa pelaKTUPOBAHUS COOOIIIEHUS:

1. KomaumHoe MeHIo.

[TaHenbL UHCTPYMEHTOB.

IlaHensb 3aroJIOBKOB MMChMA.

ITanens dopMaTUpoOBaHUd TEKCTa.

ITanens peJaKTHUpOBAHUY IMTHMCHbMA.

Hundopmalionsag naHemib.

N o gk W

[TaHennb BIOKeHUH.

4.2 KomaHmgHoOe MeHI0 OKHa COO0IIeHus

KomanymHoe  MeHIO  OKHA  COOOINEHHWs  BBIIVISIAMT — CJIEyIOIMAM  00pa3oM

(cm. Pucynok 935).
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4 Cosaarne cooblyenna: (Ges temel) - MyOfficeMail — O x

@ain [paeka Bwn BcTaeuTe OopMaT HaEcTpoiki  MHCTPyMeHTH Cnpaska |

A, Mpasonucanme ¥  (5) BesonacHocTe™ (2] CoxpaHnts ¥ [d Brnowurs v

Or. | AnekcaHop CMmupHOs <alexandrsmirnov@techwr myoffice ru=  owta a7

Komur  CxpwiTas konuA  OBpaTHeli aapec
Komy:

Tema:

AGzay v | | %0 Thames v B g BT U A& =iz

&% =v v

AHrIMACKWIA (CLLA)

Pucynok 935 - KomaHgHOe MeHIO OKHa COOOIeHus

4.2.1 Paiin
Menzo ®aiisr cofiepXXuT Cileyrolye KOMaH/Ibl:
1. Co3paTts — 11pu BbIOOpe JAHHOM KOMaH/IbI OTKPHIBAETCS IIOJIMEHIO CO CJIelyI0IINMHU
KOMaH/IaMU:
e Coobmenue Ctrl+N — co3nats coobiienue;
e KOoHTaKT afipecHOM KHUTH — CO3/IaTh HOBbIM KOHTAKT;
2. Bioxutrh — 1pu BbIOOpe [AaHHOW KOMaHIbI OTKPBIBAeTCS IIOAMEHI0 CO
ClleyIoIIMMUA KOMaHAaMU:
e daiun(er) Ctrl+Shift+A — oTKpbIBaeTcsi IUaANOroBoe OKHO BbIOOpa daiina,
BbIOpaHHBIN daiiyl IPUKJIAIbIBAETCS K TUChMY;
¢ Be0-cTpaHuny — OTKpbIBaeTCsl AUAJIOTOBOe OKHO BBOJIA a/ipeca BeO-CTpaHMIIH,
KOoTOopasi OyzieT puiioXeHa K MHCbMY;
e Buzutnyro kaprouky (vCard) - mepexioueHHe peXXuMa BJIOXKHUTH/HE

BKJIaIbIBATb BUSUTHYIO KAPTOYKY K ITMCbMY;

e HanmoMHUTL mO32Ke — BKIIOYUTL/BLIKIIOYNUTD pexuM HAIIOMHHAHHUA O

HE0OXOJJUMOCTH BJIOXKEHUSI.
3. Coxpanurs Ctrl+S — coxpanuts Texy1ye u3MeHeHUsI B TUCbMe.

4. CoxpaHHThb KaK — TIpH BbIOOpe JIaHHOW KOMAHJbI OTKPHIBAETCS IOJIMEHIO CO

cJleJyromrMU KOMaHIdaMU:



5.
6.
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e daiiy1 — mepeksIOYATeNh PEXXUMa COXPAHEeHUs], TMChMO OYyJeT COXpaHeHO Kak
dait;
¢ YepHOBHK — MepeKyIioyaTellb peXKUMa COXpaHeHUs, TMChbMO OyJieT COXpaHeHo B

nanky YepHoBHKH;

o IITabmoH — IepexrjiovdaTeslb peXrumMa CoOxXpaHeHus, IIMCbMO 6y,11€T COXPdHEHO KaK

111a6J10H.
Otnpasurs Ctrl+Enter — ornpaBuTh coobiienue.

OtnpaButre mo3ke Cirl+Shift+Enter — nmomectuts mmcemo B Mcxopsimme,

OTIIPABUTL I103XKe.

7. Ileuarts Ctrl+P — oTKpBIBaeTCs CUCTEeMHBIN IUAJIOT [IeYaTH.

8. 3akpeite Ctrl+W - 3akpeiTve okHa coobiieHus. Ecmu 6bi1 HabpaH TeKCT,
CM. 3aKpbITHe IHMcbMa 0e3 OTIpaBKH.
4.2.2 IlpaBka

Mesnro IIpaBka cofiepXuT ciiefyroliye KOMaH/Ibl:

L

9.

OtmenuTts Ctrl+Z — oTMeHUTD NTOCTIEIHEE BbIOpaHHOE JIeCTBUE.
IToBTOpHTH Ctrl+Y — noBTOPUTH NOCTIEIHEE BEIOpAHHOE JIeCTBHE.
Breipesats Ctrl+X — Belpe3aTh Bbl/leJIeHHBIN TeKCT.

KomupoBats Ctrl+C — konvpoBath BbljieJIeHHBIN TEKCT.
BcraButh Ctrl+V — BcTaBuTh Tekct u3 bydepa obMeHa.

BcraButs 0e3 d¢opmarupoBanus Ctrl+Shift+V - BcraButh Texcr 6e3

dbopMaTrpoBaHusl.

BcraButh kak muratry Ctrl+Shift+O — BcraBuTh conmepxumoe 6ydepa obmeHa

KaK OUTarTy.

Ynamute Del — ynanenve BblieieHHOro ¢gparmeHTa Tekcra. Eciy B nucbMe HeT

BblleJIeHHs, ITYHKT MEeHIO 3allpellieH.

IIepedopmarupoBars Cirl+R — npeobpazoBats coobiienue B popmat Plain-text.

10. IlepeumenoBaTth Bioxkenue F2 — neperimeHOBaTh BiIOXKeHHe.

11. IlepecopTupoBath BioxkeHus Alt+X — nepecopTHpoBaTh BIIOXKEHUSI.

12. Beigenuts Bcé Ctrl+A — BoijlesieHre BCero COep>KUMOro Muchbma.

13. Haittu Ctrl+F — oTKpbITHE TTaHesu TouCKa.
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14. Haiitu u 3amenuTh Ctrl+H — oTKpbITHeE NTaHe! 3aMeHHbl.
15. Haittu eme pa3 Ctrl+G — rmouck ciieyroIero BXoX;1eHusl.

16. Haiitu npeasigymee Ctrl+Shift+G — mouck npepiayiiero BXox1eHusl.

4.2.3 Bun
Menio Bup cofepXuT cieyornye KOMaHIbl:
1. ITaHesIM MHCTPYMEHTOB — IIPX BBIOOpe JTaHHOM KOMaH[bl OTKPBIBAETCS IIOJMEHIO
CO CJIeAyIOUIMMU KOMaHJaMU:

e IlaHesb MeHI0 — II0KA3aTh/CKPHITh ITaHEeIb MEHIO;
¢ IIaHelb KOMIIOHOBKH — [10Ka3aTh/CKPBITH [TaHeJIb UHCTPYMEHTOB;
e Ilanens ¢popMaTHpOBaHUSA — [10KA3aTh/CKPHITH IaHeJIb pOPMaTUPOBAHMUS;
e CTpoKa COCTOSIHMSA — [10Ka3aTh/CKPHITb CTPOKY COCTOSIHUSI.

2. Macmiradb — 1npy BbIOOpe JaHHOW KOMAHABI OTKPHIBAeTCs IIOIMEHIO CO

CJIeTyIOIUMUA KOMaHIaMU:
e YBemnmunth Ctrl++ — yBesinunth Maciirab;
e Ymenbmuth Ctrl - - — yMeHbIIUTH MacHITao;
e Copocurs Ctrl+0O — ycTaHOBUTH UCXOJIHBIN MacIITab;

e Tosibko TeKcT — IIPUMEHATDb MaCH_ITa6I/IpOBaHI/Ie TOJIBKO K TEKCTOBOMY

COZIepXMMOMY IIMCbMa.
ITone Komy Ctrl+Shift+T- nepexon B none Komy;

ITone Komusa Ctrl+Shift+C— nepexon B nmosne Komus;

ITone Cxperras komus Ctrl+Shift+B — nepexon B mosne Ckpoitas Kormus;

ITanens koHTaKTOB F9 — OTKPBITH/3aKPHITH [TaHE/Ib KOHTAKTOB.

ITanens Bioxkenui Alt+B — OTKpPBITE/3aKPHITh IAHEJIb BJIQXKEHUH.

® N e AW

Nudopmanusa o 3ammre coobimeHusi — oTtobpaxkeHre HMHPOpPMAMM O 3alUTe

COoO0IIIeHuS.

4.2.4 BcraBurth

Mento BeraBUTB COJIEPXKUT CllefyIOIIe KOMaH/Ibl:

1. H3o0paxkeHmue ... — OTKPHITHE JUAJIOTOBOT0 OKHA BCTABKU M300paKeHUs.

2. Tabmwuiy ... — OTKpBITHE JUAJIOTOBOTO OKHA BCTABKU TAOIMIIbI.
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CchuIKYy ... Ctr]+K — oTKpBITHE 11asioroBoro OKHa_BCTaBKY CCBHIIKU.

ﬂKOpb C HMEHEM ... — OTKPBbITHE OWAJIOT'OBOI'0 OKHA BCTABKH AKODA.

PaBJIEJII/ITEJIL — OTKPBITHE JUAJIOTOBOT'O OKHA BCTABKH PA3AEJINTEJIs.

HTML ... — oTkpbITHe 1uanoroBoro okHa Bcrasku HTML.

N o ok~ W

Math ... - OTKPLITHE OKWAJIOTOBOI'O OKHA BCTABKH MaTeMaTH4YeCKUX BbIDAKEHUH

LaTeX.

o

ByKBI)I U CHMBOJIBI ... — OTKPBITHE JUAJIOTOBOT'O OKHA BCTABKK 6VKB Y CMMBOJIOB.

9. OrnaBienne — 1npu BbIOOpe [JAaHHOM KOMaHJbl OTKPBIBAETCSl IIOAMEHIO CO

clleJyromMU KOMaH1aMU.

e BcraBuTh — OTKpBITHE [IMAJIOTOBOIO OKHA  BCTaBKW/pellaKTHUPOBAHUS
OTJIaBJIeHMUS;
e OOHOBUTP — OTKpBITHME [HMaJOrOBOTO OKHA BCTABKW/PEIAaKTHPOBAHUS
OTJIaBJIeHUS;

¢ YOpars — ynasieHve orjiaBiieHusl.

10. Pa3psIB noa n300paxkeHUsIMHM — BCTaBKa pa3phlBa 11071 N300paKeHUSIMHU.

4.2.5 ®opmar

Mesnto Popmat Co/IepXKUT Clie[lyIole KOMaH/Ib:

[a—

IpudT — BHIOOP THHA HIPUPTA U3 CIIHCKA JOCTYITHBIX BAPUAHTOB.
Pa3mep mipudra — BbI60p pazmepa miprudTa U3 CIUCKA JOCTYIIHBIX BADUAHTOB.
Ctnab TekcTa — BBIOOP CTUJISL TEKCTa U3 CIIMCKA JOCTYIIHBIX BAPDUAHTOB.

HBET TEKCTAd — OTKPbITHE JIaJIOrOBOI'0O OKHA BbIGOpa OBeTa TeKCTa.

S

IIpepBath crmnu Tekcra Ctrl+Shift+Y — cOpocuth Tekymiue ycTaHOBJIEHHbIE

CTHUJIM TeKCTa.

o

IIpepBath ccbuiky Citrl+Shift+K — mpepBaTh CCbUIKY, TPOIOKUTH OOBIYHBIN

dopmMmar Tekcra.
7. Ypamuts sikops ¢ umenamu Ctrl+Shift+R — ynanuts sxopsi.
8. A63an — BeiOOp cTwiIs prUdTa U3 CIIMCKA AOCTYIIHBIX BAPUAHTOB.
9. Cmucok — ¢popMaTHUpOBaHKe CIIMCKA U3 CIMCKA JOCTYITHBIX BAPUAHTOB.
10. YBenuunts otcryn Ctrl+] — yBenvyenue oTcTyIa uMeroIerocs CIvcka.

11. Ymenbmuts orcryn Ctrl+[ — yMeHbIlleHre OTCTYIIa UMeIOIerocs: CImcKa.
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12. BblpaBHI/IBaHI/IE — YCTAHOBKd THIIA I'OPU3OHTAJIbHOI'O BbLIPDABHUBAHUA HWCXOMA W3

MMEIOIIMXCSl BAPUAHTOB.
13. Tabsauna — orneparuu ¢ Tabuie.

14. ononHuTEIbHBbIE CBOMCTBA — OTKPBITHE [IHAJIOTOBOTO OKHA pPeIaKTUPOBAHUS

JOIIOJIHUTEIbHbIX CBOMCTB COO6H.I€HI/IH.

15. IIBeta 1 pOH CTPAHHUIIBI — OTKPbITHE QUAJIOrOBOTO OKHA HACTPOUKY 1BeTa U GOoHA

CTPAHHUIIBI.

4.2.6 Hacrpoiiku

Mento HacTpoiiku coiep>XUT CeyroIirie KOMaHIbl:

1. IIpoBepurs mnpaBonucanue Citrl+Shift+P - orkpeiTve mnanenu nDpoBepku

IIDABOIKCAHUS.
2. IlpoBepka mpaBonmMcaHHsl NPH Habope TeKCTa — HACTPOMKA, peryJupyolas

¢dboHOoBYy10 npoBepky opdorpaduu 1npu Habope TeKCTa.
3. ITutupoBaTh coobIIeHHe — IIUTHPOBATH TEKyIllee BbIOpaHHOe COo0bIeHue.

4. YBemomieHHe O TIPOYTEHHH — HACTpPOMKa, peryJUpymoolas IoIydeHue

yBeAOMJIEHHS O IIPOYTEHUH.

D. YBe#oMmileHHe 0 IOCTaBKe — HACTPONKa, peryJIMpyrolias IojlydeHre yBelOMJIeHuUs

O JOCTaBKe.

6. dopmart mocTaBKHU — BbIOOP hopMaTa JIOCTaBKU COOOIIEHUS U3 CIUCKA JOCTYITHBIX

BapUaHTOB.
7. BaxHocCTBb — BbIOOp BaXXHOCTH COODIIEHUS U3 CIIMCKA IOCTYITHBIX BAPUAHTOB.

8. IlomecTHTh KONHIO B MarIKy — IIO3BOJIIET 3a0dThb IIAIIKYy, Kyld 6y,[[€T IIomMeiieHa

KOIIN4A COO6H.[€HI/I$I.

9. Hacrpouthb ajnpec OTHpaBHUTeNs — HACTpOWKa ajfpeca OTIpPAaBUTENs, eCId 3TO

NnogAep>XKUBAETCS ITIOUYTOBBIM HpOBaI;'IILEPOM.

10. Texnonorua mmdpoBanus — BblOOp TexHonoruu mudpoBanus (OpenPGP,

S/MIME).
11. He mm¢poBaTh — He mUPpoBaTh CO0DIIeHNe TTepei OTIPAaBKOM.
12. TpeboBaTh mudpoBaHus — 3aIpoCUTh IKdpoBaHUe 1epe]] OTIPABKOM.

13. IlognucaTh 3TO COOOIIEHHe — OTIIPABUTH COOOITIEHHE C TTOJIITUCHIO.
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4.2.7 UucTpymeHTBI
Mento UHCTpPYMeHTBI COJIEPXKHUT ClIefyIolie KOMaH/Ibl:
1. Iloura u rpynmsl HoBocTei Ctrl+1 — nepexos U3 okHa COOOIIEHHUST K OCHOBHOMY
okHy MoitOduc Iloyra.

2. AppecHasi KHMTA — OTKPBITHE DKPaHA a]peCHOW KHUTH.

3. HapaMeTpm y‘IETHOﬁ 3aIlMCH — IIepexol Ha 3KpaH HAaCTPOWKH YYETHOW 3aIIMCH.

4, HaCTPOﬁKH — [epexo/l Ha 3KpdH HACTPOEK.

4.2.8 CpaBka

Mento CripaBKa COJIEPXKUT CIIeAyIolre KOMaH/ IbI:

1. CopaBka o MoitO¢uc Iloura F1 — otkpbiTHe B oTnenbHOM BKiIaake PykoBoncrea
ITonb3oBarens.

2. CodeTaHHus KJIABHII — OTKPBITHE CIIPABKU 110 COYeTaHUSIM KJIaBUILL.

3. Nudopmanusa nisi pelieHHsi mpodeM — OTKPbITHe TeXHUYeCKOW MHpopMaluy,
TI0JIe3HOM JIJIs1 pellieHus IpobiieM.

4. O MoitOduc IToura — OTKpHITHE AUATIOrOBOrO0 OKHA C WHOpMaIUeld O BepCHH,

IMIpaBOBbIMU YBeJOMJIEHUSAMH, YCIIOBUIMU UCIIOJIb30BAHUS.

4.3 IlaHesth HHCTPYMEHTOB OKHA CO3IaHHS COOOIIeHUS

[TaHenb MHCTPYMEHTOB OKHA CO3/IaHUS COODIIeHUs TTprBe/ieHa Ha Pucyske 936).

4 Cozganve coobuienun: (Bes Temel) - MyOfficeMail

@aitn [lpaeka Bug Bcraewts QopmaT  HacTpoilkn  MHCTpyMeHTel Cnpaska

I A MpaBonmcarme ¥ () BesonacHocTb™ ] CoxpaHnTh v U Broxuts v I

0T Anekcandp CumupHos <alexandr.smimov@techwrmyofficerus Toyta ng «alexandrsmimov@t KOMMA  CKpsimas komuA  OSpaTHsI aapec
Kony:

Tema

i

Il

(|

]l
<

=
<

ABzay v | | X0 Thames v BT BIU &

AHFIMACKMEA (CLLA)

Pucynoxk 936 - [lanenb THCTpyMEHTOB OKHA CO37IaHUsI COOOITIEHUS
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4.3.1 OTnpaBka co00IIIeHusI

E> OtnpaBuTb
JIJIst OTIIPAaBKH TeKYIIero MMchMa HaXKMHUTE KHOTIKY . Eciu B muceMe e
3aroJiHeHbl 00si3aTesibHble 1Mo, KHOMKa OTmpaBuTh Oyner HemocTymHa. OO6s3aTeIbHBIMU
nonismu sBisitoTcs: O, Komy. Ecmu y muckma He 3amonHeHo mosie Tema, mipu oTIIpaBKe Ha

9KpaHe MOosIBUTCS coobiieHue (cM. Pucynok 937).

HancrmuHanue o Teme M

@ ¥ pawero cooblleHMs HeT Tembl.

OTnpaeuTL Bea Tembl DOTMEHWTE OTNRABKY

Pucynok 937 - HarmiomuHanue 06 OTCYyTCTBHUUM TeMbl

Haxxmute OTnpaBuTh 0e3 TeMbl, eCiii Bbl IIOJTBepX/aeTe OTIIPaBKy 0e3 TeMbl,
HakMuTe OTMEHHUTH OTHPABKY, €C/IM Bbl XOTUTe OTMEHUTDb OTIIPaBKy IKMCbMa U BepHYTHCS K
ero pelakTUpoBaHMUIO. B cilydae, eciu mpu BbIOOpe BJIOXKEHUS Bbl OTMETWIM HACTPOHKY
HanmomHuTBL mo3xKe, a 3aTeM He HACTPOWIX BJIO)KeHHe, TO IIPY OTIIpaBKe IMCbMa Ha 3KpaHe

Oyzet nokasaHo coobuenue (cMm. Pucynok 938).

HanocmMyHaHWe o BAOXeHWW Y

@ Bul 3abuinu BACHKMTE (aiin?

OTNpaenTe OTMeEHS

Pucynok 938 - Hamomunanve 06 0TCyTCTBUM BIIOXKeHHUS

Haxxmure xHonky OTnpaBUTBh, eCiid XOTUTe OTIIPaBUTh NUCbMO 6e3 BioxkeHus. [Ipu
Hakatni OTMeHa OTIIpaBKa ITMCbMa OTMEHUTCS M BBl CMOXKeTe J0OABUTH BIIOXKEHUE B ITUCHMO.
IIpu ycnemHo#H oOTIIpaBKe IMCbMa OKHO pelaKTUpPOBaHWS INHMCbMa 3aKpOeTCsl, U IHCbMO

IIOSIBUTCS B IIdIIKe OTIIpaBJIEHHI:Ie 500051 I/ICXOI[HIJ.[I/IE.
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4.3.2 IIpoBepka npaBonuCaHHUS

s Toro, 4TroObI NpPOBEpUTb M UCHpaBUTh opdorpaduieckre OMIMOKU TeKyIero

F MpasBonucaHue ¥

MMCbMa, HaXXMUTe KHOIIKY . Ha akpaHe oTkpoercsi [vanoroBoe OKHO

ITPOBEPKU ITPABOMMCAHUS TEKYIIero nmucbMa (cM. Prucynok 939).

I'Ipom-_:-x.a TR0 CTTAC AN x
Cnoao c ownbxol  pepess MpOBEpUTE TEKET CHOBS
3arseHNTE HA: | Aepens] ] MposepuTe Choso
BapuaHTsi:

ABpex
AEAMEHWTE BLE Mponycrame acd

ABpean

LSEpEda

Zepean C.':{IB‘-EPH MOAEISBATENRD

Appeay Aofanute choso FlamMeHuTE. .,
AsHEpeE
Aakag:

Pycoxuis S FkpTE

Pucynoxk 939 - JlnanoroBoe 0KHO IPOBepPKU MTPaBOMMCAHHUS

JlaHHas [uanoroBasi IaHeslb I[I03BOJISieT IIPOBEPUTb M HWCIPaBUTb BO3MOJXKHBIE
opdorpadryeckue OmMUOKU B IMCbMe, UCIOJIb3Ysl Npeyio’KeHHble BapuaHThl. OKHO ITPOBEepKU

IMPaBOITMCAHKA COOEPXXUT ClieJyIoliyre I10JId XU 3JIeMEeHThI YIIpaBJIeHUs:

— CioBo ¢ omm0OKO¥ - TeKylilee CJIOBO C 0OHapy»KeHHOW OIIMOKOMH;

- HpOBEpHTb TEKCT CHOBA - CHOBA ITPOCKAHHUPOBATb BCE MMCbBMO M HAYaTh C 1mepBoro

OIIIMOOYHOT'O CJIOBA,
— 3aMeHHuTh Ha - Hpe,[[JIOHCEHHHﬁ BApPUAHT 3dMEeHBbI;
- HPOBEPHTB CJIOBO - IIPOBepUTH CJI0BO, CoepiKallleeCsd B I10JIe BBOd 3dMEHbI;
- BapI/IaHTI)I - CIIMCOK BO3MOJKHBIX BAPUAHTOB UCIIPABJIEHUS;

— 3aMeHHTh - 3aMeHHUThL B MMHChbMe OIMMOOYHOe CJIOBO Ha HpBJIJIO)KBHHbIﬁ BapHaHT U

[IepeiTH K cJielyIoliei HalleHHO! OILInOKe;

— IIpomyCTHTB - IPONYCTUTH TeKYIllee CJIOBO U IIeperTH K CllefyIolel olmnbKe;

— 3aMeHUTh BCé - 3aMeHUTb BCe OIIMOOYHBbIe HKCIIOJIb30BAHUS TEKyIlero CJjloBa B
[IMCbMe Ha MpeyI0’KeHHbIM BapUaHT;,

— IIponmycTuTh BCé - IPOIYCTUTH BCe OMMOOYHbIe UCII0JIb30BAaHUSI TeKyIllero CjaoBa B

MMCbMe U TeperTH K CIIeyIoIel ouoke;
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- HOﬁaBI/ITI) CJIOBO - Z[O6aBI/ITb CJIOBO B CJIOBAPL IIOJIB30BaTesid, B 3TOM ClIydde OHO He

OyZeT BbI3bIBATh OMMOKY B TaJIbHEUIIIEM;
— W3MeHHTD - U3MEHUTH CJIOBAPh II0JIb30BATENS;

— fI3pIK - BHIOOD sI3bIKA IKMCbMA, TEKYIIWM SI3bIK TaKXKe MOXHO BbIOpaTh, OTKPHIB
BCIUIbIBAIOIIlee MEHIO [0 HaXXaTUIO CTPeJIKY, PACIIOJIOKeHHOM CIipaBa OT KHOIIKU

IIpaBomucanue.

B cnydae Hanmmuus omumbok B IMCbMe CJIOBa, CoOfepXalliyde OMIMOkH, OynyT
IIOJTYepKHYTHl BOJIHUCTOW JIMHWeW. [I1s1 vcnpapiieHus OMIMOOK OTKpOWTe HajioroBoe OKHO
IIpoBepka npaBonucanus. B nosie BBoga 3aMeHHUTh Ha OTOOPa3UTCS BapHUaHT 3aMeHbI CJI0Ba
c ommbkoi. Ecinu BapuaHT He ycTpauBaeT, BblOepuTe M3 ClMCKa BapHaHTBI MOIXOASIIMIA
BapUaHT, OH IOSIBUTCS B I0Jle 3aMeHHUTh Ha. [loMuMo 3TOro, BBl MOXeTe U3MEeHUTh TeKCT
BPYYHYIO U 3aTeM IIPOBepUTh ero, HaxkaB KHONKY IIpoBeputs cinoBo. Korja B none 3aMeHUTH
Ha OKaXeTCs CJIOBO, TOTOBOE I BCTaBKM B IMCbMO, HAXMWUTe KHOIKY 3aMeHHTBb, CJIOBO
3aMEHUTCSl B UCXOJHOM TeKCTe IUcbMa. Eciy Cj10BO ¢ omMOKOM BCTpedaeTcsl B Tejle NHACbMa
HECKOJIbKO pa3, Bbl MOXeTe HaXkaTb KHOIKY 3aMeHHTb BCe, U BCe BXOXJEHUs CJIOBa C
OIIMOKOM 3aMeHSITCSl Ha KOppeKTHbIe. Eciiy Bbl He XOTUTe B TeKYIIMU MOMEHT BHOCUTD IIPaBKU
U1 naHHoro ciosa, HaxmuTe IIpomycrurs v IIpomycTurs Bce. Eciu Bbl yBepeHEBI, 4TO
CJIOBO HAIIMCAHO INIPaBWJIBHO, HO IIPX 3TOM BO3HMKAeT OIMMOKa, 3TO O3Ha4aeT, YTO B TeKyIIeM
CJIOBape 3TO CJIOBO HEW3BECTHO, U eCTb BO3MOXHOCTh JJOOAaBHUTh ero B I10JIb30BaTeJIbCKUM

CJIOBapb.
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Jist nobaBiieHus Cjl0Ba B CJI0Baphb 110J1b30BaTelis HaxxmuTe C1oBaph noJib3oBaTesis ->
Jlo06aBUTH CI10BO, U OHO OynleT MoMeYeHO Kak He HMMelolnee OMUOOK. [l peakTHpPOBaHMUS
COJIepKMMOT0 T10JIb30BaTeJIbCKOTO CJIOBapsl HAKMUTe Ha kHONKY CiioBaphb mojb3oBaTess ->

NsmennTs. Ha JKpaHe IIOABUTCA IOUaJIoroBOe€ OKHO PpedaKTHPOBAHHA I10JIb30BATEJILCKOI'O

cnoBaps (cM. Pucynok 940).

Cnosape NoNLI0BaTENA *

Hoeoe cnoeo:

= Goseus

Cnoea B chogape:

epeso Yopate
cpelonoe

JEKpEITE

Pucynok 940 - JluanoroBoe OKHO peJaKTUPOBAHUS MOJIb30BATEIILCKOTO CJIOBAPS

HuanoroBass maHenb paboTel CO CJIOBapeM COMAEpPXWUT Cllefylollde IO |

yTpaBIIsIOLIMe 3]IeMeHThI:
— HoBoe cioBo - mosie i BBOJIa HOBOTO CJIOBA B CJIOBape WM pelaKTUPOBaHUs
CYLIeCTBYIOILEero;

— CmnoBa B CJI0Bape - IIOJIHBIA CIIMCOK CJIOB, comepXaluxcda B II0JIb30BATEJIbCKOM

CJI0Bape;
— MobaBuTh - KHOTIKA JI71s1 I06aBIieHus cyioBa u3 mosisi HoBoe cJI0BO B ClIOBaph;
— YopaTh - KHOIIKA JI/1s1 yAaJleHus BblJIeJIeHHOT'O CJIOBAa U3 CJIOBaps;

— 3aKpBITh - 33aKpbITh AUAJIOTOBOE OKHO, IIPY ero 3aKpbITUW BCe WM3MeHeHHs OyayT
IIpUMeHeHbl K NMCbMy. BHOBB /106aBiieHHbIe CJloBa OyAyT CUATAThCS He UMEIOUMMH

o1rboK, a ybpaHHble BHOBb Oy/1yT MOJCBEYEHbI B TEKCTe [IKMChMa.

4.3.3 3amura

BesonacHocTs v
B manemm HUHCTPYMEHTOB IMHMCbMd HAaXOJUTCA KHOIIKA " CIIpaBa

w
OT Hee - KHOIIKa JJI BbI60pa HACTPOeK 3alIUTHhI.
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4.3.4 CoxpaHeHHe COOOIIEHHS

COXpaHUTh

B manemm HHCTPYMEHTOB ITMCbMa HaXOWUTCS KHOIIKA [—I— " CIIpaBa OT Hee -

L I
KHOMIKA  JUis BbIOOpa BapuaHTa coxpaHenus (@Paiin, YepHoBuk, IIlabmon). Haxmwre
KHOIIKY BbIOOpa ¢opmara i 3afjaHusl HACTPOMKU COXpaHeHUs TeKyIlero nicbMa. JocTymHel

cleyroliyie BapyaHThI:

— daiin - coxpaHeHHe COJIeP)KUMOTO0 TTMCbMa B TeKCTOBBIM dai. [Ipu Beibope maHHON

HACTPOMKHU OTKPBIBAETCS IMAJIOr0BOe OKHO COXpaHeHUs aiisa.
— YepHOBHK - IMCbMO COXPaHsETCs B NaNKy «YepHOBUKM»;

—IIlabmon -  mnuceMo coxpaHsercs B manky «lllabmonb», ecnu mnankd He

CyIlIeCTBOBaJIO, TO OHA CO3ddeTCA B pa3jeiie «JIokanbHbBIe TTAIKW.

Ecin HeobGxonmumblii ¢dopMaTr yke BbIOpaH, HaxmuTe KHONKY CoxpaHuTh, ain

COXPdHHUTCA B IIpeABapyUTeJIbHO 3dIdHHOM (bOpMaTe.

4.3.5 Binoxkenue B coodImenue

B coobmieHrie 351eKTPOHHOM TOYTHI MOXHO [100AaBUTH BIIOXKEHHs, KOTOpble OyAyT
OTIIpaBJIeHbl afjpecaTy BMecTe C MUChbMOM. UTOOBI MPUKPENUTD BIOXKEHHe K MTUCbMY, HAKMUTE
A T . .

KHOIIKY ) BroxiTe g npapoit BepxHeit wacTu okma. Ha sKpaHe TIOSBUTCS IMATOTOBOE OKHO
OTKpbITHS (patiia, rIe Bbl MOXKeTe BbIOpaTh HeoO6XoAMMBbIN dailsl 1j1sl BjoXkeHus. MoxeT ObITh

BbIOpaHO OJIHOBPEMEeHHO HeCKOJIbKO aiioB.
CymiecTByeT TpU BHA BJIOXKEHMS, KOTOpPble MOXKHO HaCTpauBaThb KHOIIKOH,

. A -
PacHoIOKeHHOM CrpaBa OT KHOMKU Biiokuthb. [1o HaXkaTHio Ha CTpeJiKy U Broxursld 4,

SKpdaHe BO3HHKdaeT BCIIIbIBAIOIIlee MeHIO C BbI60pOM BApHWAaHTOB:

— daii(pI) - BIOXKeHUe B Buje ¢aiiia, Mpu BhIOOpe TaHHON HACTPOWKH OTKPBIBAETCSI
IMaJIOTOBOe OKHO BbIOOpa ¢aiiia, mocse BbIOOpa OQHOIO WIM HeCKOJIbKUX (aiioB
OTKpPOeTCsI TaHeslb BJIOXKEeHWM CO CIMCKOM BbIOpaHHBIX (aityioB. Takxke MOXXHO

repeTaluTh ¢alil MBIIIBI0 U3 CHCTEMHOT'O OKHA B 00JIaCTh BIIOXKEHUH MTHUCHMA.

— Beb-cTpanuny - ccbiuika Ha ail Ul CKauMBaHMS, NPU BbIOOpe OTKPBIBAETCS
IIMaJIOrOBOe OKHO JUIsl 3allOJIHeHMs CChUIKU. Eciy ccblUlka HekoppeKkTHasl, Bbl He

CMOXKeTe COXpPAaHUTb WM OTIIPABUTH ITMCHMO.

— BusutHyo kapTouky (vCard) - x muceMy npusiaraeTcsl BU3UTHasi KApTOYKa;
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— HammoMHHUTBH 1M032Ke - BLIBECTH HAalIOMHHAHKe O BIIOJKeHHH nepen OTHp&BKOI:I II1UCbMa

(cM. omucanue coobrtieHus B pasesie OTopaBKa MUChbMa).

HOI‘IOJ’[HI/ITEJIBHBIG IEeWCTBUSI C BJIOXKEHUSIMHA OIIMCAaHbl B pasneriie EEI\/’ICTBI/IH C

BJIOKEHUIAMMH.

4.4 IlaHean 3aroJIOBKOB COOOILeHHSA

[TaHenb 3aros10BKOB COOOIIEHUSI BBITTISIIAT CIIeIyIOIKM obpa3oM (cM. PucyHok 941):

4 Cosganne cooBuienus: (Bes temer) - MyOfficeMail -

®ain [paska Bua Bctasuts ®opmaT HacTpoikn MHCTpymeHTel Cnpaska

A npasonncanue v

-) BesonacHocTe™ 2 COXpaHWTE v ‘.IlJ BnoXuTh v

O Anexcanap CumupHoB <alexandr.smimov@techwrmyofficerus Towra ana «alex

Komy:

Tema

KomuA  CkpoiTad konuA  OGpaTHBIA aapec

Afzay ~ | | X0 Thames v BT ‘B Iy li’@

i

]

]

]
<

=
<

AHrmAACKHIT (CLLIA)

Pucynok 941 - [1anenb 3aro/ioBKOB COOOITIeHHS

4.4.1 T1ose Ot

O6s3atenbHoe mone. [loie OT conmepXUT WMSI ¥ TIOYTOBBIM ajipec OTIpaBuTens. B
OOMBIIMHCTBE CJIy4aeB OHO 3aIOJIHSETCs aBTOMAaTUYeCKH, ITPU 3TOM CYIIIeCTBYeT BO3MOXKHOCTh
ero u3MeHuTh. J1Jisi HAaCTPOMKHU ajipeca OTHPABUTEISI HAXKMUTE Ha 110Jie, BOBHUKHET JUAJIOroBoe

OKHO, I10CJIe KOTOPOI'O0 MOXKHO IIeperTH B IlapaMeTpbl YYeTHOW 3allMCU M BHECTU U3MeHeHUSs

(cMm. Pucynok 942).

HacTpolika agpeca oTnpagMTens

Ecnw Baw novToBeIA CEPBWC NOAASPAENBIET TAKYH BOSMOMKHOCTE, Bbl MOMXKETE HESHAYWTENBHD
M3MEHMTL MMA MAW 3APEC OTNRABMTENA, 3Ta GyHKUKMA HE TREBYET NOLKNKIMEHMA HOBOMN YYSTHOMH
3AMNMCH, @ BHECEHHBIE BEMW WIMEHEHWA BYAYT NpHMEHEHE! TOALKO K AaHHOMY cooBLWeHW .

0 o

Pucynok 942 - Coob1ieHre 0 HaCTpoiike afpeca OTIIpaBUTeIs

Bonble He NOKazLIBaTE 3TO YEeAoMAeHHWa
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4.4.2 Tlone O0paTHBIi1 azpec
[Tole OOpaTHBIA aapec COMEPXKUT aipec, KOTOPBIM MOSBUTCS Y TOIy4aTesis B IOJIe
Komy mpu otBete Ha nmucbMmo. OTobpakerue 1mojist O0paTHBINA aipec peryaupyeTcs KHOITKOU

OBpartHbiil agpec | [Tpu Ha>kaTM¥M Ha AAHHYIO KHOIIKY B CIIMCOK I10JIei MMCbMa J100aBiisieTcs

nosie OGpaTHBIH afpec, cieBa OT KOTOPOI'0 HAaXOAUTCS KHOIIKA X , CKpBIBAIOIIIAs TI0JIe.

4.4.3 Ilosne Komy

O6gzatenbHoe mose. Ilome KOMy COOEpPXHUT OIWH WIM HECKOJIbKO JdJpecoB
HOJIy“IaTEJIEfI michbMa. B Irpomnecce Ha60pa HMeHU WUJIN aJipeCa BO3HUKAET CIIMCOK ITOJICKAa30K U3

aZpeCHOM KHUTH, B KOTOPOM MOXHO BbIOpaTh MoJTydaresis 6e3 JanbHelIero Habopa.

Taxcke MMpegoCTaBJIAeTCd BO3MOXXHOCTb BbI60pa aJipeCdaTa H3 OOKOBOM _ITaHeNIH

KOHTAKTOB. OTKpOﬁTe IIaHeJIb KOHTAKTOB, BbI6epI/ITe HeO6XO):[I/IMy'I-O dIpeCHYI0 KHUTY U

ABAX/Ibl IIEJIKHHUTE 110 KOHTAKTY YTOOBI )106{:1BI/IT13 €ro B Ka4eCTBe I10JIy4ddaTeJisd.

Bbl MoxeTe mnepememiath ajpeca mosydarened mexny mnonsMu Komy, Kommsa u

CKprTaﬂ KOITHA. BOCHOJ’IBBYPITGCB OJHHUM H3 CJIeAYIOIIUX CHoco0OoB:

1. IIlénkHuTe 1TpaBOi KHOIIKOM MBIIIM HAa BLIOPAHHOM 3jIeMeHTe Iojy4arelisi, 3aTeM
BbiObepuTe B KOHTeKCTHOM MeHI0 Ilepemectutrh B Kommio, Ilepemecturs B
CxkpoiTyio xkonuio uinu Ilepemectruts B Komy. Ilosne meneBoro agpeca Oyner

dBTOMdTH4YeCKH IIOKd3dHO, eCJIh OHO OBITIO CKPBITO.

2. Haxmure Cirl+X, urobbl Bblpe3aTb BbIOpaHHBIE 3JIeMEHTBI IIOJTydaTelley,

nepemecTtuTe GOKYC B IeJieBoe aJipecHoe 1oJjie U BCTaBbTe ux ¢ nomoiisio Ctrl+V.

3. HepeTaLm/ITe MbIIIBIO IIaHEeJIb II0Jy4aTelid B HQO6XO)II/IMO€ I1oJjie.

4.4.4 Tlone Konusa u ckpbITas Konus

[Tonne Konust CONEPXXUT CIMCOK JIOMOJIHATEIBbHBIX a/IpecaToB, KOTOPBIM OYJIeT Takxke

HallpaBJIeHO IMKMCbMO, IIOMHWMO OCHOBHOTO ITOJTy4aTesId. ITo YMOJ/TYaHUIO I10JIe CKPBITO, OJJHAKO

Konua

ero oTobpakeHHe peryJaupyeTcs KHOIKOM [Ipy ee HaxaTHU B CIIMCOK IIOJIed

,[[O6aBJI$IETCH I1oJj1e KOHI/IH, CJIeBd OT KOTOpPOI'O HAXOOUTCS KHOIIKA X , CKPbIBAIOIIIAA 3TO

I1oJje.

ITosne CKpI)ITaH KonmuA aHajiornyHo oo Komms 3a HCKIOYeHHem TOrO, 4TO

nosiyyatento OyleT HeAOCTyNeH CIIMCOK JTUX aJipecaTtoB, ero OyneT BHJIETb TOJIBKO
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OTIIpABUTEJIb [TMCbMd. 3&‘-IEICTYIO, CKPbITbIe KOITMH UCIIOJIb3YIOTCA IIprU MaCCOBOM paccCblIKe JId

TOTO, YTOOBI CIIMCOK dJipeCaTOB PACCBbUIKU OBLT HeOOoCTyIieH JId OCTaJIbHbIX HOJIy‘laTEJIEI)'I.

CHDb. raH KOMKMA

OTtobpaxkenue nossi CKphITasgs KONMMSA DeryjvpyeTcsl KHOIIKON . IIpu ee

Ha>KaTUH B CIIMUCOK I10JIer HO68BJ’I§I€TC$I I1oJj1e CKpBITaﬂ KOIHd, CjieBa OT KOTOPOIr'O HAXOOUTCA

KHOIIKAa X , CKpbIBaromias I110Jie.

[Tons Komus v CkpbITasg KONUSI TakKe MOTYT OBITb OTKPBITHI U3 (aiJioBOIO MEHIO
OKHa COOOIIeHUs:

1. Bug > Ilose Konua Ctrl+Shift+C.

2. Bup > ITose Ckpertas Konusa Ctrl+Shift+B.

Jlyist Toro, 4TOOBI OCYIIECTBUTH NEMCTBUS, CBSA3aHHbIE C I0YTOBBIM aZipecoM, BbI30BUTE
KOHTeKCTHOe MeHIO HakaTheM IIpaBOM KHOIKM MBbIIM. DBynyT [gocTymHsl criefyrolye
IeCTBUS:

MN3menuTsb agpec - NoSBIISETCS KYpCop, afipeCc MOXHO OTpeIlaKTUPOBaTh.
Ynanuts, BeIpe3aTh, KOIMHPOBATh - CTaH/IapTHLIE Ollepalliy C TeKCTOM.
IIepemectuts B Komy - nepemectuts agpec B nojie Komy.
IIepemectuts B Komuio - nepemectuts azipec B nojie Kommus.

HEPEMECTPITI) B CKpI)ITyIO KOITHMIO0 - IIepeMeCTHUTb aipecC B I10JIe CKpI:ITaSI KOITHA.

® N e AW

HNudopmanysa o mosb3oBaTene - OTKPbIBAeTCS AUAJIOIOBOe OKHO C KpPaTKOU

VH(pOpMalyel o 1ojb30Barese.

4.4.5 I1ose Tema

[Toe Tema comepXuT TeMy mucbMa. B ciydae OTCyTCTBUSI TeMbI IMPU OTIIpaBKe
mosIBUTCS HarloMuHaHue (cM. PucyHok 943). Haxxmute OTnipaBUTh 0€3 TeMbI, eCJid COTIIaCHbBI

¢ oatuM. Haxxmutre OTMeHHTD OTIIPABKY, e€C/IM XOTHUTe BEPHYTLCA W 3allOJIHUTH I10JIe Tema.

HanocmMuHaHKe o Tewe x

@ ¥ palero cooBlUeHUA HeT Temb,

OTnpasuTs Bea Tembl OTMEHWTE OTNRABKY

Pucynok 943 - Hanomunanue 06 OTCyTCTBHUY TeMbI
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4.5 Ilanens popmMaTHpPOBAHHS TEKCTa

[Tanenb popmaTrpoBaHUsI TeKCTA BHITJISAUT CeyIONuM oopa3oM (cM. PucyHok 944).

4 Cozaanmne coobyenun: (Ges emer) - MyOfficeMail

®ain [paska Bua Bctasuts Qopmat HacTpoikn MHCTpymeHTel  Cnpaska

(I'_. MpaBonucaHue v ) BesonacHocTe v [ COXpaHWTE ¥

Or:  Anexcangp CmupHos <alexandr.smimov@techwrmyofficerus Toyta 277 «alexandr

KonuA
Komy:

Tema

U Broxuts v

CkpoiTad KonuA  O8paTHsIi aapec

Abzay

iii
i
I8l
bl
11}

¢
=
<

~ | | X0 Thames v B BT Q.J"& H

AHrMACKKIA (CLLA)

4.5.1 Ctunn

Pucynok 944 - Ilanens dopmaTUpoOBaHUS TEKCTa

ITonw3oBaTeio MpegoCTaBJIAeTCd  BO3MOXXHOCTb BbI60pa TeKyIero

CTUJIA U3

npefioNpesielieHHOro Habopa cTwiield. B MOMeHT co3fjaHus nycbMa Jijisl TeKCTa 110 YMOJTYaHUI0

Ha3HayeH cTwib A63an. HaxkmMuTe Ha Tojie ¥ M3 BbINjaroiero crucka (cMm. PucyHok 945)

BbI6epI/ITE HEO6XOHHMbIﬁ CTHUJIb, KOTOprfI 6YI[ET IIpUMEeHeH K TeKCTy, B KOTOPOM HAXOIOUTCS

Kypcop

Abzay v

ObI4HBIA TEKCT
Abzauy

Zaronosck 1
Zaronosck 3
Zaronoeok 4
Jaronosck 5
Zaronozok &
Adpec

3agaHHsR dopmat

Pucynox 945 - Crincok cruteit

MBIIIIHN.
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4.5.2 Bupg mipudra

B MomeHT co3maHus mnMcbMa Ui TeKCTa 1O YMOJIYAHUIO Ha3HAYeH MIPUPT
IIpomoprnoHanbHeIii. HakmMuTe Ha 1ojle M W3 BBINAJAIONiero crvcka (cM. PucyHok 946)

BbIOEpUTE HEOOXOUMOe HauepTaHHe.

X0 Thames v

oThames 8

#0 Tahion
¥ 0 Crigl

X0 Courser
®0 Caliburn

MponopUMOHANEHEI
MOHOLWMPHHHEIA

Helvetica, Anal
Times
Caurier

Academy Engraved LET Plain
Alef

Algerian

Amiri

Pucynok 946 - Cnircok BbiOOpa HauepTaHus mprdTa
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4.5.3 IIBet Tekcra, nBeT (pOHA CTPAHHIIBI

HpI/I OTKPBITUHX OKHA ITMCbMd 10 YMOJIYdHHUIO YCTAHOBJIEH ‘{eprIfI OBEeT A4 IHpI/I(l)Ta 141

po3pavyHbli 1BeT mJisg poHa cTpaHHUIlbl. [j1s M3MeHeHUs IBeTa TeKCTa HaKMHTe BepXHIOH0

YaCTh KHOIIKU , Ha JKpaHe TOSIBUTCS Juanorosas maHenb (cM. PucyHok 947), BeiGepuTe
HEeOOXOAMMBIN IBET M3 MAIMTPhl WIA BBeJUTe IeCTHaAIaTepudHoe 3HadeHue. [Ipyu HakaTuu
Ha kHOMKYy Ilo ymomuanmio OyneT BHIOpaH YepHBIM I[BeT OHA TEKCTa, MCIOJIb3yeMbId I10
ymomuanuio. [lo Haxkatuio Ha kHONKy OK BbIOpaHHBIM 1IBET NPUMEHUTCS K TeKyIeMy
BbIIEJIEHUIO TEeKCTa, JIMOO, ecjid TeKCT He ObUT BbilesieH, K jajee HabOpaHHOMY TEeKCTy B

IMO3UrM KypcCcopd.

Lger TekcTa >

EBoibepure ueem EI

B HT ML
SEALTE ET “oa 2000000 ® Mo ymonyanuo

Oer

CaTath

[Hanpumep: «#0000ff2 waw «bluex):

Pucynok 947 - [luanorosasi maHeJib BbIOOpA I[BeTa TEKCTa

JIlns v3meHeHus mBeTa GOHA CTPAHUIIBI HAKMUTE HIDKHIOIO YacTh KHOIIKH E, Ha
JKpaHe TOSIBUTCS AuanoroBasi maHenb (cM. Pucynok 948), BeibepuTe HEOOXOIUMBIN I[BET U3
NaJIMTPhl WM BBe[WTe IlecTHajIaTepuyHoe 3HaueHue. [lpu Haxkatuu Ha kHomky Ilo
yMOJIYaHUI0 OyjieT BbIOpaH TMpPO3payHbli 1BeT ¢oOHAa CTpaHUIlbI, UCIOIb3yeMbI IO

ymordanuio. [1o HaxkaTuto Ha kHonky OK 11BeT ¢poHa cooO11ieHtsI 3aMeHUTCsl Ha BbIOPaHHBIH.

Ueet doHa cTpaHuubl *

Beeaute ero HTML-kog #£ddedd HDIMDJ-,%HHW

o

Pucynok 948 - [luanorosast maHeJib BbIOOPA 11BeTa GOHA CTPAHMITBI

Fararo et

[Hanpumep: «*0000ff= naK «blues):
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4.5.4 Pasmep mpudra

TekcTt muchbMa MOXKHO YMEHLIINTDb WJIN YBeJINYNUTh. HpI/I OTKPBITUM OKHA IIMCbMa IIO

YMOJIYaHHUIO YCTaHOBJIEH CpE}IHI/Iﬁ pa3Mmep. Haxxmure Ha KHOIIKY ﬂ- W K3 BbIIIaJaroInero

COMCKa BbIOEpUTe ONWH M3  NpPedyCTaHOBJIEeHHBIX  pa3MepoB  (cM. Pucynok 949).

T T T
10
13
16

~ 18
24
3z

Pucynok 949 - Beimagaromuii crimcok Beibopa pa3mepa mpudTra

HJ’IH YMeHbIIIeHUs pa3mepa I_HpI/ICl)Ta HA’>XMHUTe KHOIIKY T~ y AJId YBeJIM4eHUsI Ha’)KMUTe

T

KHOTIKY

4.5.5 Ctuas Texkcra
Crunp mpudra BaMsieT Ha HadepraHhe OykB. [Ipu co3maHuuM HOBOro MHChbMa IIO

YMOJIYaHUIO CTHUJIb mqu)Ta He YCTaHOBJIEH.

Kuonku B I U (IToxyxupusiii, Kypcus, IloguepKHYTBIi) I03BOJISIOT

BbI6paTI) Ha4YepTaHWA BbIJEJIEHHOI'O B TEeKCTe (l)paI‘MeHTa.

4.5.6 Ouuncrka popMaTHpoBaHHS

Ao

Haxxmure KHOIIKY I OYUCTKHU (bOpMaTI/IpOBaHI/IH BBII€JIEHHOI'O TeKCTd.

4.5.7 Onepanuu co CiMCKaMu

MapKI/IPOBaHHLIﬁ CITMCOK — 3TO CIIMCOK, B KOTOPOM ITYHKTBI OTME4dlOoTCA C IIOMOIIIbIO

{—

Pa3MYHbIX CUMBOJIOB (MapKepoB). [Ipu HakaTMM KHONKHU *~ TMOSIBJISIETCS MepBbI 3JIeMeHT

CIIMCKA, Tocyeytomye 0yayT qobapiieHbl ocie HaXkaTus KiaBuiiy Enter Ha kiaBuaType.
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HyMEPOBaHHBIﬁ CITMCOK — 3TO CIIMCOK, B KOTOPOM IIYHKTbBI OTMEYdlOTCA III/I(l)paMI/I.

-

[Ipy HaXaTMy KHONKK '~ MOSBJISETCA IepBbIi OJIeMeHT CIIMCKA, IIOCIeyloIue OymyT

HOGaBHEHbI rmocjie Hakatus kiaaBuinyd Enter Ha KJIaBHUaType.

= =
Koonku = u = CIIy2KaT JId U3MeHeHHs YPOBHSA BJIOKEHHOCTH TeKyIllero 3jieMeHTa

CITMCKa.

4.5.8 BripaBHHBaHHe TeKCTa 0 TOPU30HTAIH

IIpy HaxaTMK Ha KHOIIKY OTKPBIBAeTCsI MEHIO BbIOOpa BHIPABHUBAHUS TEKCTa 110

ropusoHTaiu (cM. Pucynok 950).

Mo neeoMy Kpao

Mo usHTpY

Mo NpaBomMy Kpa

Mo WHpHHe

Pucynoxk 950 - Bei6op BapuaHTa BbIpaBHUBAHUS TEKCTA 110 TOPU30HTAIIN

4.5.9 BcraBka BCTPOEHHBIX 00HeKTOB

B Teno nucema MOTYyT OBITDH BCTPOEHBI djieAyrouiye OOBEKTHI:

— CCBIIKa;
— SKOpb;

— u300pakeHue;
— pa3JieNuTeb;

— Tabnumna.



872
502220.29144487-2016-01 34

w
HJ’ISI BCTABKH O0OBEKTa HAKMHTE KHOIIKY @I , Ha 3KpaHe OTKpOeTCAaA MEeHIO BbI60pa

obbekTa (cM. Pucynok 951).

=
<

Cchinka
Arkopk
|1306paneHne

Paznenurens

5 T 1 i |

Tafnuua

Pucynok 951 - Beibop BcTpoeHHOro 06beKTa

4.6 NndpopmanmonHas naHesb

HNudopmariionHas mnaHelb HaXOAMWTCS B HWDKHEM 4YaCTH COOOIIEHUS] U MOXeT ObITh
oToOpakeHa /i BBIBOJA Ha OKpaH IMpelylpexJeHdd, HalmpuMep, HANOMHUHAHHE O
HEeHal/IeHHOM ajipece, 00 OTCYTCTBUM BJIOXKeHHs U T.A. Takke WHGOPMAIMOHHAS TaHeJb

MOXXeT COfIepXKaThb YIpaBJ/sSIoOlMe 3JIeMeHThbl, Hampumep, KHomku (cM. PucyHok 952).

4 Coznauve coobuenna: Attach - MolEQduc Mour:
@ain [paeka Bua BoTaswTe DopmaT HacTpoikd  MHCTpYMEHTHE  CnpaBka
E= OTnpaedTh ."3', MpagonUcaHie v £ BezonacHocTb v B COXPEHWTD ¥ E]J BnomuTe v
01 AnekcaHap CmupHoB <alexandremi.. v KomuA  Cepbiman konuA  OBpaTHeIR anpec
KC'\"I‘" F|PFIE| HanomuHaHWe O BAOMEHMA S
Y -

Tema:  Attach ® Bil 335601 BAOKMTE haiin?

Attachment

@J HalgeHo 2 knioYeEslx CNoBa BnoseHy... attachme.., JoBaErTE BNOMEHWE.. HanmomHWTE Nogxe | v x

Pucynok 952 - [Ipumep nHdopMaiivioHHOM aHeu



873
502220.29144487-2016-01 34

4.7 IlaHesIb BJIOMKeHHI

[lanenb BIOXKEHHI 0To6pa>1<aeTC${ B ClIy4dae eC/iri COO6III€HI/IE COJIepPKUT BJIOXKEHUA

(cm. Pucynok 953).

4 Cosaanwe cooByenna: Test - MoiOduc Mouta — O =
®ain [paexka Bug BcTaeuTe ©opMaT HacTpoikn  MHCTpyMmeHTel  CrhpaBka

dal

E> Ortnpauts [ MpaBomucaHue v ) BesomacHocTe ¥ (2] CoxpaHuTs v J  Bnoxuts ¥

01 | AnexcaHap CmupHos <alexandrsmimov@techwrmyofficeru> Towra 447 «alexandrsmim.. ~ KonuA  Cxpemas kommA  OGpatHeli agpec
Kony:
Tema:
ABzay w || X0 Thames vEB 1. TTBIUY A ZIZE E =Ev @JV
v 2 Attachments MpeanonaraeMeli pasmep nucema.: 29,1 KB

Kuuralcsv 53 6aiiT (@) testldocx 2135

AHrnndckui (CLLA)

Pucynoxk 953 - Ilanensb BinoxeHun
Ha nanenu orobpakaercs ciiefyroriast “HGOpMaIus:

— 001Ul pa3Mep BIIOXKEHUH;
— MpeArosaraeMblid pa3mep MUChMa;
— CIIMCOK BJIOYKEeHUH.

[TonpobHOe omucaHve [eHACTBUN C BIIOXEHWSIMM IIpUBEIeHO B pasfesie [lelcTBUS C

BJIOXXEeHUsSIMU.
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4.8 BokoBas nmaHejIb KOHTAKTOB
MOWCKa  aJ[pecoB

OTKpOWTe OOKOBYIO IaHeJlb KOHTAKTOB

Hns  ynobera
(cm. Pucynok 954). Jlms 3Toro BeIOepuTe MYHKT KoMaHAHOTO MeHI0o Bupm > Ilanens

KOHTAKTOB, 1100 Haxxmute F9.

KoHTakTb! *
AAPECHAA KHWTa: =
@ Bce agpecHble kKHWUMA %
MaWck KOHTaKTOR:
£ iﬂi‘-.-“i- MW e-mail aapec
~ B

Kran
2 AnekcaHgp CMUpHOE
2 Enena CmupHosa

Pucynok 954 - Ilouck KOHTaKTOB
BribepuTe ajipecHy10 KHUTY B BbINajjaiollieM MeHIO AfpecHass KHHUra. [y co3paHus
HOBOI'O KOHTAaKTa WJIM CIMCKA PacChUIKA Ha)KMUTe KHONKY — (JIOIOJHUTeJIbHOe MeHI0) U

BbibepuTe HoBbIi KoHTAaKT Ui HoBBIi CIIHCOK.
Bribepute koHTakT B crvcke, fanee HaxMuTe Komy, Konus v CkpeiTas konms

JJId TOTO, YTOOBI HCHO/IL30BaTh KOHTAKT B IIHCHMe,

4.9 Tlouck B cooOLIeHUN

[laneny mowucka (cMm. PucyHok 955) HaxoouTcs B HUXKHEHM YacTA COOOIeHUs U
BbI3bIBaeTcs 13 ¢ainooro MeHio (IlpaBka > Haiitn), 160 no coyeranuio kiasui Ctrl+F.

Test] A~ [ nomcgswiesce [ CyuétompermcTpa C ySETOM IMBKPUTHHECKIX 3HaKoE || Tonbko cnosa yenvkom | 33MEHATE_. 1.2z 1 cosnag

Pucynok 955 - [lanens noucka

Ha manenu HaxopgsiTcs ciliegyromniye I110Jis:

— HaiiTi Ha cTpaHHuIe - TeKCTOBOe I0JIe JIJIsl BBO/IA CTPOKU ITOMCKA;



875
502220.29144487-2016-01 34

— ITogcBeTnTh BCE - BKIIFOYEHHE/BHIKIIIOUEHUE PeXXHMMa TOJICBEeTKH BCeX HaWJeHHBIX
BXOXOEHUU;

— C ydyeroM perucrpa - BK/IIOYEHHE/BLIKIIIOUYEHHE peXHWMa ydeTa perucrpa Ipu
IIOMCKE;

— C y4eroM IHMAKPHUTHYECKHX 3HAKOB - BKJIIOUYEHHE/BBIKIIOYEHHE peXXUMa ydeTa
JTMAKPUTUIEeCKUX 3HAKOB IIPU TTOKCKeE;

— Tonbko c10Ba IEJIHUKOM - BKIIIOUeHHe/BLIKITIOUEHHEe PeXMMa TIOMCKA TOJIKO CJIOB

IeJINKOM.
J1i1s1 3aMeHbI CTPOK He0OXO/IMMO BBITIIOJIHUTD OJJHO U3 CJIelyIOIIMX JeHCTBUI:
1. B ¢aiinoBom meHto BbibpaTs IIpaBka > HaliT ¥ 3aMeHHUTb.

2. Haxarw coueranue kinasuin Ctrl+H.

3. Ha OTKprTOﬁ IIaHeJIN TTIONCKA HAXXAdTbhb KHOIIKY 3aMeHHTD.

[Ipu srom otkpoercst nuanoroBoe okHO HaiTu m 3amenuThb (cM. PucyHok 956).

x

Hafti 1 38mMennTE

Hoiir vexcr: (28 | | Hoiw panee |

3EEHNTE Ha:
— SAMEHNTE

C yuEToM perwcTpa
C navans crparmus SAMEHMTE M HAATH

Mowck B oBpaTHomM HanpaBAEHUA 3aMEHNHTE BCE

3EKpHEITE

Pucynoxk 956 - JlnanoroBoe okKHO 3aMeHBI CTPOK

HI/IHHOF COZepKUT CJieAyrouiue 1oJIs:

— Ha¥liTH TeKCT - TeKCT JJIs [IOMCKa;

— 3aMeHHTh Ha - TeKCT JJI1 3aMeHbI;

— C yueroMm perucrpa - Iepek/IlOUeHHe PeXHWMOB IOWCKa C ydeToMm/06e3 yuera
perucTpa;

—C Havasa cTpaHHOBI - TepeKk/IIoYeHHe I[IO3UIMM Havajlla TOWCKa C Hayaja

CTPaHUIIbI/C TEeKyIlel MO3UIUH;
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—Ilouck B oOpaTHOM HamIpaBJIeHHMH - IlepeKloYeHHe HalpaBjeHWs IIOHWCKa B

MPsSIMOM/00paTHOM HaIlpaBJIeHUH;
— Knonka HaiiTi masee - OMCK ClIeTyIOIIEero BXOXXIeHHUS;
— KHomka 3aMeHHTD - 3aMEeHHUTh TeKyIllee BXOXKIeHHe;
— KHonka 3aMeHUTB U HAlITH - 3aMEeHUTDb TeKylllee BXOXK/IeHWe U HAUTU CIIelyIolllee;
— Kuonka 3aMeHHTBh BCE - 3aMeHHUTDL BCe BXOXKIEHUS B ITMCHME;

— Kuomnka BHKPBITI) - 3aKPbITh JHUAJIOTOBOE OKHO.

4.10Hacrpoiika nBera u ¢oHa CTpaHHIIBI

st HacTpoiku 1BeTa M ¢OHA CTPAHUIIBI BbIOEpUTE MYHKT KOMAHIHOTO MEHIO
coobmienuss Popmar > IlBera u ¢oH crpaHmubl. JlaHHOe [AuaNOroBoe OKHO
(cm. Pucynok 957) no3BosisieT HaCTPOUTH 1IBeT U GOH MHUChMa C UCIOJIb30BAaHUEM CJIeTYIOITUX

HACTPOeK:
1. IlBeTta moib30BaTels IO YMOJMYAHHI0 - YCTAHABJIMBAaeT CTAaHIAPTHbIE IIBeTa,
MpelyCMOTPeHHbIe 110 YMOJTYaHUIO.
2. Ucnoab3oBaTh 1BeTa
— OOBIYHEBIM TEKCT - IIBeT TeKCTa IINChMa;
— CchLIKa - IIBeT CChUIKH;
— AKTHBHaf CCBIIKA - I[BET aKTUBHOM CCBHIIKY;
— IIpocMoTpeHHas CCBUIKA - 1IBET IPOCMOTPEHHOMW CCHUIKHY;

— ®oH - 11BeT PoHa.

3. doHOBOE H300pakeHHe - BEIOOP M300pakeHUs 1l PpoHa.
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Ueeta u doH cTpaHMYbI e

Lipera crpanwum
) Ueeta nonszcearenn no ymonuasii (HE yikalsiBaTs UEETa) !
Henonesosams usera:

CBRYHBIMA TEECT .
- ORI B TeKCT

Cewinga:
Crbinka
El\.ll.'r.Hr.F CoblnEa:
AKTHEHARA CCEANKS
[pocmoTpensan cosinea:
lNpocMoTpeHHaR CChlAKa

DhH:

DoHoece naobpaseHne:

Brifipate daiin...

AononHUTEABHD. ..

o

Pucynok 957 - JlnanoroBoe OKHO HACTPOMKYU LIBeTa U pOHA CTPAHUIIBI

HpI/I HA’XaTUM Hd KHOIIKY I[OIIOJIHI/ITEJII)HO OTKPbIBAETCA [JHAJIOTOBOE OKHO

peJlaKTHPOBaHUsI JONOJHUTEIbHBIX CBOMCTB.

4.11BcraBka 00HeKTOB B COOOIIICHHE
4.11.1 Cceuika
JInsi BCTaBKM CCHUIKM BbIOepHTe MyHKT KOMaHAHOTO MeHio cooOieHus BcraBurh >
Ccpuiky, 1160 B maHesid popMaTHpOBaHus NMCbMa BbIbepuTe BCTparBaHUe 00bekTa CehbLIKa.

OTkpoeTcst Auanorosasi MaHeslb peJaKTUPOBaHMUsI CBOMCTB CChUIKM (cM. PucyHok 958).
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CEoiCTER CobLIKA x

EEEAHIA‘. TEKCT ANA UTDE\FI\!MHHH CCBINEN:

[ J

Appec ofibexTa coninim

Beegure aqpec gel-cTpaHuLUbl, NOKANHOMD Ganna WK EbiBepuTe
AECPE WAK 33ronoeoK © MMEHER HE KOHTEKCTHOMD MEHHD NONAL

EbiSpare dafin.

Epoocie dain, oTkpeisarowmAcs no 3T0M cobuike, B coobugere

Oreaena

Pucynok 958 - Jluanorosas naHesb peJaKTUPOBAHUS CChUIKU

s GopMUpPOBaHMSI CCHUIKM BbI JIOJDKHBI BBECTU TEKCT AJIi OTOOpakeHWs], a TaKxke
ajZipec CCbUIKM. B kaudecTBe ajipeca MOXeT BBICTYIIAaTh a/ipeCc BeO-CTPaHUIIBI, IyTh K ¢aiyly Ha
IIMCKe, a TakXKe SIKOpb WM 3arojIOBOK C UMeHeM M3 KOHTeKCTHOro MeHIo mouis. st Beibopa
daiina ¢ aucka HaxmuTe KHONKY BpiOpath ¢aiin. [lociie Bbibopa ¢aiiyia cchiika Ha HEro
OyzmeT mpomMcaHa B Iojle ajipeca CChbUIKA. HakmuTe mnepexmoudaTtens Baoxurs daii,
OTKPBIBAIOIIMICS 10 3TOM CChLIKe, B COO0IIeHNe, eClIU Bbl XOTUTe, 4TOObI daiii 1o ajipecy

CCBIJIKH, OBIT IIPpHUJIOXKEeH K ITMCbMY B Ka4eCTBe BJIOKEeHH.

4.11.2 fIxopsb

Jlnst BcTaBKM SIKOpSl BbIOeprTe IMYyHKT KOMAHJIHOTO MeHIO0 coobiieHuss BcraButh >
fxops ¢ uMeHeM, MO0 B aHed GopMaTUPOBaHUS MMMCbMa BbIOEpHTe BCTpauBaHHe 00BeKTa

HKOPL. Ha OKpdHe BO3HHUKHET [JUdJIor0BO€ OKHO peldKTUPOBaHUSI CBOMCTB sAKOps

(cm. Pucynok 959).
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CeoACTER AKOPA C MMEHEM e

Weaa axopa:

| anchor I

AoncnHHTENEHD..

omer

Pucynok 959 - JluanoroBoe 0KHO CO3[1aHUS SIKOPS

J1st BcTaBKU sIKOpsl BBequTe ero uMms (onucanue) B rojie Uma skopsa. Eciv Ha MoMeHT
OTKPBITHS TUAJIOTOBOI'O OKHA B INKCbMe BblJleJieH (pparMeHT TeKCTa, TO OH OyJeT MoMelleH B

royie Ums AKOPA. HpI/I Ha’>XaTWHM Hd KHOIIKY I[OIIOJIHI/ITEJIBHO OTKPbIBAETCA AXAJIOT'OBOE OKHO

pe/laKTUPOBAaHUS JOTOJHUTEIbHBIX CBOUCTB. [1o HaxaTuio Ha kHonKy OK B no3urnuto kypcopa

Oyner nobasyeH SIKOpPb.

4.11.3 N3obpa:kenue

Jlnst BcTaBKM M300paXkeHUs BbibeprTe MyHKT KOMAaH/IHOT'O MeHIo cooOiieHus: BcraBuTh
> N3o0paxenue, b0 B maHenu GopMaTHUPOBAHUs MHMCbMa BbIOepUTe BCTpauBaHHe 00BHeKTa
MN3oopaxenne. [Ipu BcTaBKe M300pakeHUsI OTKPBIBAETCS JUAJIOTOBOe OKHO, COCTOsIIee M3

clleJyronmx 3daKjIa/JOK:

— aJipec;
— pa3Mephl;
— BHeIIHUU BUJ;

— CCBLJIKA.

4.11.3.1 Agpec

ITanens AHPEC IMO3BOJIIET 3arpy’KdTb I/1306pa)ICEHI/Ie " 3a1aBaTb HEKOTOpLIe CBOMCTBa

(cMm. Pucynok 960). [l 3TOro Mcnosnb3yoTcs clieyroliye MoJis:

— Azpec u3o00paxeHus - 10JIe BBOZA aJipeca N300paskeHHsl. ITO MOXKET ObITh CChUIKA
Ha BeO-pecypc, mubo aapec jokanbHOro ¢aina. [lo HaxkaTuio kHomku BeIOpaTh

¢aiis OTKpBIBaeTCsl CUCTEeMHBIH JTuasor Beibopa daiina;

— BceruisiBalomiasi mojcKasKa - I10/ICKa3Ka, BO3HHKAIOIIAS IIpHU HaBeJleHWH KypCopa

Ha U3o0pakeHue;
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— ANbTepHAaTUBHBIA TEKCT - aJlbTePHAaTUBHBIA TEeKCT Jyisi u3o0bpakeHHs (TEKCT,
KOTOPBIH MO3BOJISIeT MOMYyYUTh HHGOPMAILIKIO0 00 M300pakeHUU NpY OTKIIFOYEHHOM B

Opay3epe mokase U300pakeHUH WIIM BO BPeMsI UX 3arPy3KH).

Ceofictea nzobpaxexna x

Appec  Pasmepw  Buewmudeng  Ccoeunka

Anpec vaobpasenna;
| |

Baosums 310 macbpakenue B conBugenue BriGpate dain...

Bennminarowan nogokases:
® ANETEPHATHEHBIA TEXCT!

HE HONoONLZ0BEATE iﬂhTEFIHE'I’HEH.b:Iﬁ TEECT

Orraera

Pucynoxk 960 - Hacrpotika ajipeca u3obpakeHust

[Ippy HaxaTMM Ha KHOIKY JIOIOJIHUTEIBHO OTKpbIBAeTCS [MaJOrOBOe OKHO

PeIaKTUPOBAHUS JIOIOJHHUTEIbHBIX CBOMCTB I/1306pa)KEHI/IH. Ilo HaxaTuio Ha KHOIIKY OK B

MO3UIINIO Kypcopa byzneT 1o6aBieHo BeIOpaHHOe u30bpaxkeHue.
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4.11.3.2 Pazmeps1

[Tanens Pa3mepsl 103BoJIsieT yIIpaBisITh pa3MepaMu uzobpaxenus (cm. Pucynok 961).
[Ipu BriOOpe Wcxomuplii pa3mep u3oOpakeHHEe OTKpPLIBAeTCs 0e3 HW3MeHeHHs pa3Mepa.
Bribepute 3amaTh pa3mep eciii Bbl XOTUTEe H3MEHHWTh pa3Mep wu3obpaxkenus. [Ipu atom
MO>KHO 33/1aTh ITPOM3BOJIbHYIO IIMPUHY U BBICOTY B ITUKCEJISIX U MPOIEHTaX OT IIMPUHBI OKHA.
Bribepute Co0sroaTh IPOMOPIUH €C/IM Bbl XOTUTE COXPAaHUTh HCXOJHbIe IPONOPIUU

n300pakeHwusl.

CeoiicTea uzobpaxesna e

Appec  Pasmepst  Buewmuneng  Coelnka

o Uoxomrmmi paswer]

JapaTe pasep 7
LWnpnma: - ST -
Beicota: e HECEMOE -

Orraera

Pucynok 961 - Ilanenb HacTpo¥iku pa3MepoB U300paXkeHust

HpI/I HA’XdTUMU HA KHOIIKY I[OIIOJIHI/ITEJII)HO OTKPbIBAETCA [JHAJIOTOBOE OKHO

PeIaKTUPOBAHUS JIONOJHHUTEIbHBIX CBOMCTB I/1306pa)KEHI/IH. Ilo Haxatuio Ha KHOIIKY OK B

MO3UIIUIO Kypcopa byneT 1o6aBieHo BbIOpaHHOe u3obpakeHue.
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4.11.3.3 Baemnuii Buj

[lanens Buemrnmii Bupx (cMm. Pucynok 962) mo3BosisieT 3ajiaTh CBOMCTBaA IOjied U

pacIiojioxeHne I/I306pa>KEEHI/IH OTHOCHTEJIbHO TeKCTa.

CeoiicTea uzobpaxesna e

Appec  Pasmepw  BHewmunemg  Coelnka

Mons Pacnonosenwe TEKCTA N0 OTHOWEHMID K M300pamenn e
.Y
Cngpa v cnpasa: | MHEcenos : Bransy -
Ceepuy M CHUZY: C NHKCENTE
= Kapta waobpaseHua
ConowHan rpaHaua: a || NUECeEnos
- it
Ormeena

Pucynoxk 962 - Hactpoiika pacnonoxeHus n300pakeHust
CaoiicTBa T0JIeli 3aJa0TCs B TIMKCeJIaX, Bbl MOXKeTe 3ajlaTh CJIeAYIOIe BapUaHThI:

— I10J181 CJIeBa U CIIPaBa;
— I10J1s1 CBepXy U CHU3Y;
— TOJII[MHA TPaHUIIBI U300pakeHusl.
Tun pacnosnoxenus n306pakeHys 3a/1aeTCsl UCXO/IS U3 CIIeIYIOIIMX BApUAHTOB:
— BBepXy;
— [0 LIEHTPY;
— BHH3Y;
— BIIPaBO, OKPY>KUTh TEKCTOM CJIeBa;

— BJIeBO, OKPY>XUTb TeKCTOM CIIpaBa.

[Ippy HaxaTMM Ha KHOIKY JlOIOJIHUTeIBHO OTKpBIBAeTCS [MajJorOBOe OKHO

pellakTUPOBAHUS JONOJIIHUTEIbHBIX CBOUCTB M300pakeHus. [lo Haxaruio Ha kHonky OK B

MO3UIIMIO Kypcopa byzneT 1o6aBieHo BeIOpaHHOe u30bpaxkeHue.
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4.11.3.4 Ccpuika

[Tanens Ccbinka (cM. PucyHok 963) mnpenHasHayeHa Iyt TOTO, 4YTOOBI OTKpBIBAaTh
CCBUIKY, $IKOPb HJIM 3arojIOBOK IO HaXKaTHI0O Ha u3o0OpakeHwe. CchUIKa JOMMKHA OBITH
nponucaHa B 1ose BBoja. [Ipy HaxxaTtuu Ha KHONKY PerakTop CBOMCTB CCBIJIKM OTKPBIBAETCS

JMaJIOr0BOE OKHO PeJaKTUPOBAHUS JOIIOJHUTEJIbHBIX CBOMCTB JAHHON CCHLIKH.

Ceofctea nzobpaxexna 4

Agpec  Pasmepw  BrewnwiAeng  Ccoewnka

E-I!I'l:ﬂ.l-'l-?t aapec EEE'CI'FI‘HHI-TLLIII. NOEANBHCTD l.'bﬂ A3 W ﬁblﬁtpmt AEOPD WAH 3arcnopor © HKCHEM 13
EOHTEKCTHOTD MEHH NOAA:

= |

BmEpate dann...

MekasoieaTs EPaHILY BOKPYT MICEPAKEHNR, COREPMALLEND CORINKY PegakTop CEOACTE COBLKN..,

Omraena

Pucynok 963 - Ilanesnnb HACTPOMKY CBOWCTB CCHIIKU

[Ippy HaxaTMM Ha KHOIKY JIOIOJIHUTEIBHO OTKpbIBaeTCs [MUajJOrOBOe OKHO

pe/lakTUPOBAHUS JIOTIOJIHUTEIbHBIX CBOWCTB M300pakeHus. [lo Haxaruio Ha kHonky OK B

MO3UIIMI0 Kypcopa OyJneT nobaBiieHO BbIOpaHHOe H3oOpakeHue. [Ipu IBOMHOM HakaThd Ha

CCBUIKY OTKPBIBAETCA OUAJIOT peJdKTUPOBAHUA CBOMCTB CCBIJIKH.
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4.11.4 Paszpenurtenn

J11s1 BCTaBKU pasfielnTelisi BbiOepuTe MyHKT KOMaHIHOTO MeHI0 coobiienus BecraBuTh
> Pasgenurens, mM00 B maHenw GOpPMaTHPOBAHMS MUChMa BhIOEPUTE BCTpAaWBaHHE OOBEKTa
Pasgemmrens. Ilpu BcTaBke pasfenuTesis B TEKCT MUChbMa B IMO3UITMIO KYPCOpPa BCTaBJISIETCS
rOpU30HTAJIbHASL Pa3fiesiuTesIbHasl 110JI0Ca CO CBOMCTBAMM, YCTAHOBJIEHHBIMHU 10 YMOJTYAHMIO.
[Tpu nBOMHOM KJTMKe Ha pa3/ielUTellb OTKPLIBAETCs JUaioropas naHenb (cM. PucyHok 964), B
KOTOPOM MOXXHO TIOMEHSITb ero CBOWCTBA, TaKWe Kak IMPWHA, BbICOTA, Hamuuue 3D TeHw,

BbIpdBHHMBdHHE.

CEoiCTER MOpHEoHTRNLHOND PA3iEnuTEna *

Pazmepe

Wnpuna: % OT paIMmepa oKHa ¥

L)
BescoTa: 2 | mMxcence
«| 30-gens

Bripasumeanue

Breso (@) [lo uewnTpy Bopaso

Henonssoeats No yMon<aHum JononHuTensHo..,

| oK OTiaenHa

Pucynok 964 - Hactpoiika CBOMCTB TOPH30HTAILHOTO pa3fieTuTerst

[To naxxaTuto Ha kHONKY OK k paszenurtenbHoM 11osioce OyyT NpUMeHeHbl BHIOpaHHbIe
napametpsl. Jliis ynanenus pasnenurens ucnosnb3yite kHonky DEL vy komanny Ynanaurs B

KOHTeKCTHOM MeHIO.
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4.11.5 Taoiuna

Jlnst BcTaBky TabiuIlbl BbIOEpUTe MYHKT KOMAHIHOTO MeHIO0 coobmienus: BeraButh >
Tabmumy, 160 B maHenn ¢GOpMaTHPOBAHHMSI IMHMChbMa BBIOEpUTe BCTpaMBaHWe OOBEKTa
Tabmmma. Eciii Ha MOMeHT BCTaBKH TabJUITHI B TMCbMe He BbiZielieH ¢dparMeHT TeKcTa (pexxum

Kypcopa), TO OTKPOeTCsI IMajloroBoe OKHO BCTaBKU TabivIbl (cM. PucyHok 965).

Bcraeka Tabnmubl >

Crpok: 2ie

CronBuoe: 2 e

Wupuna: 100 |12 % OT pazmepa .. ™

[panunua: 1 $ MNUKCENOE
dononHUTenEHD...

COTtreHa

Pucynoxk 965 - /InanoroBoe 0KHO HACTPOMKHU ITapaMeTPOB TabJIUIIbI
Juasor mo3BosisieT 3a/1aBaTh CJIeyoIIre apaMeTphl TabIUITbL:

— KOJIMYEeCTBO CTPOK;
— KOJIMYeCTBO CTOJIOIIOB;
— MIUPHHA TaOIUIIBI (B TUKCEJISIX WIKA B IPOIEHTAX);

— TOJIIIWHA I'PaHAI] T86JII/IIIbl B ITMKCeJIiaX.

HpI/I HAXXdaTUMU HA KHOIIKY I[OIIOJIHI/ITEJII)HO OTKPBLIBAETCA [OU4JIOTOBOE€ OKHO

PeIaKTUPOBAHMS JOIOJIHUTEIbHBIX CBOMCTB T&6JII/IHI)I.

[Tocne co3manus TabIUIBI BBl MOXETe U3MEHUTh ee mapameTpsl. [y 3Toro /iBa pasa
KJIMKHUTE Ha TabJMIly, OTKPOETCS AUAIOT pPeAaKTUpoBaHus. OTKpBIBIIEeCs UAlOroBOe OKHO
Oyner oTaMYaTbCs OT OKHA co3AaHus Tabiumbl. OHO conepXUT ABe HaHenu - Tabamma u

Hueiika.

[Tanens TabGmmma comepXUT MO 7T PEIAaKTUPOBAHUSI CBOMCTB  TaOJIMIIGI

(cm. Pucynok 966).

— KOJIMYEeCTBO CTPOK;
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— KOJIMYeCTBO CTOJIOIIOB;

— IMIUPUHA TAOJHIIBI;

— [IMPUHA FPAHHUII;

— OTCTYIIBI MEXY SYeKaMu;

— pa3Mephl [I0JIeH s4Yeek;

— TUN BBIPAaBHUBAHUS 110 TOPU30HTAIIH;
— HaJIM4yHe 3aroJoBKa;

— 11BeT $oHa.

HpI/I HA’KdaTUM HA KHOIIKY I[OIIOJIHI/ITEJII)HO OTKPbIBAETCA [JHAJIOTOBOE OKHO

PeIaKTUPOBAHUS JONOJIHUTENbHBIX CBOMCTB Ta6J'II/ILIbI.

CeoicTea TaGAMUE

Tabanua  Aueixwn

Pasmepon

S
Crpoku: m Whpunz: 100 %] | % or pasmepa oxma
Cronbus: 2 2

Tpanmu b w mona

A
[panuuse 1 &% | nMECENCB
Orerynit 2% nmkcence MESTY AEAKIRIA
Nonn: 2 : MHECENDE MESTY FPAHMLER AYERKN 1 E& COABEMMAEIL
BripasuvBanme Tabnuuse  Bneso ¥  Jaronceok: | Her -
Liger drona: (ByaeT ewges don cTpaHuLkl)

Jeonoanurensmo...

QK ' Mpumennre Orena

Pucynoxk 966 - JInanoroBoe oKHO peJJaKTUPOBAHUSI CBOMCTB TabOJIUITbI

[Tanens $ueiika COJEPXUT MOJS Ui PelaKTMPOBAHHS CBOWCTB SdeeK TaOJIUIIbI

(cm. Pucynok 967).

— BBICOTA SYEHKU;
— [IUPYHA SYEUKY;

— r'OpY30HTaIbHOE BbIpaBHUBAHKeE COJIEPXKUMOTO STYeHKHU;
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— BepPTUKAJIbHOE BhIDaBHUBAHMe COZIePKUMOIO STYeHKY;
— CTWIb STYEUKHU,;
— IIepeHOC TeKCTa B g4erKe;

— 1BeT $oHa STYeUKHU.

HpI/I HaXXaTWUKM Hd KHOIIKY HOIIOJIHI/ITEJII)HO OTKPBLIBAeTCAd [OHWAJIOrOBOe OKHO

DPeIaKTUPOBAHUS AOIIOJTHUTEIbHBIX CBOMCTB STYEHKH.

Ceofictea TaBamuel x

TaBnnua  Auedxs
Bwpenenwe
Aueiina =

€ Opeperayuizs > Cneayrouwsn

Mepea nasmenenmem oogenenna ByayT NPHMEHEHE] TEYLLME NONPABKN,

Pasmepol BripasHHBaHME COALPKHMOTD
EBoicora: & nwkcence - BepTuransHoe: Mosepxy =
Winpeina: & nwkcence - lopuzonTaneHoe:  Bneso =
Crwne aueiiss:  OBwdbpii ¥ Mepenoc rekcra: | Mepenocnte v
Leer diona: (Eyaer engeH doH Tatinmuyk)

YeTaHoeuTe qmam,u,r:n onpeaeneHHA I:Hl:‘l.‘"l:l:'l'ﬂJ NpHMEHAEMBIL KO BEEM

BrifpaHHbIM AYefiKam donoAHHTENEHE...

QK . phisiesinTs Orhaera

Pucynok 967 - JIlnanoroBoe 0OKHO peJJaKTUPOBAaHUSI CBOVCTB STYeUKHU
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4.11.6 BcraBka HTML

Hns BcraBku ¢parmenta HTML - kopma BblbepyTe NYHKT KOMAaHJHOIO MeHIO

coobmenus BeraButs > HTML (cm. Pucynok 968).

Beraeka HTML x

Beegure HTML-rerm u rexcr:

Mpumep:  <i> Bcem npeeem! <fi>

Berapume Orrraena

Pucynoxk 968 - lnanmoroBoe okHo BcTaBkU koja HTML

Beenure Tekct koga HTML, Haxkmute kHoniky OK.
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4.11.7 BcraBka matemaTnueckux Bbipaxkenui LaTeX

HJ’[SI BCTdBKHU MdTeMdTHUYeCKOT'O BbIpa’KeHH BbI6epI/ITe ITYHKT KOMaHJHOI'O MEHIO

coobrenus BeraButs > Math (cM. Pucynoxk 969).

Ectzeka Math x
Beegure noxogsoiid kog LaTeX:
sqrtfx_1} + “frac{m"3}2]
Hacrpoiinm
# Pekim BCTpaHBAMNA ® | Hanpaenesue crneea Hanpaso
Pesnni aTobpaseHn Hanpagnedue cnpaga Hanees
O

Pucynok 969 - /lnanmoroBoe 0KHO BCTaBKM MaTeMaTHYeCKOTO BHIPA>KEHUSI

Beenute ucxonubiii kog LaTeX B cooTBeTcTBYIOIIee 10jie BBOJa, HACTPOUTE PeXUMbI

BCTPaMBaHUsI U OTOOpaXkeHUs1 MaTeMaTndeckoro BeipakeHus. Haxxmure kHonky OK.
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4.11.8 BcraBka OyKB U CHMBOJIOB
Jlist BcTaBKM OYKB M CHUMBOJIOB BBIOEpUTE MYHKT KOMAHIHOTO MEHIO COOOIeHUs

BcraButh > BykBbI 1 cuMBoJIBI (CM. PricyHok 970).

Bcraeka cumeona ot

Kareropwua

3arnasHble C AWUAKPHUTAYECKUMHA
SHAKAMK

':TFIIII'-IHI:IE C ANAKPUTHHYECKUMIA
IHaKamMHK

Jpyrue 3arnaeqele

Jpyrue cTpodHelE

L] EGE-UJ,ME CHME CUTBL

ByKBEI CUMBONE

Bcraewte JakpeiTe

Pucynoxk 970 - /IlnanoroBoe 0KHO BCTaBKU OYKB ¥ CUMBOJIOB

Bribepute kaTeropuio, B Bbllafaromux cnuckax BbykBa wiu CumBos BbiOepute

HeoOXOUMBIM BapuaHT, HaxmuTe BcraBuThb. BriOpaHHas OykBa wWiM CUMBOI OynyT

BCTaBJIeHBI B TEKCT ITMCbMd.
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4.11.9 BcraBka / pemakTHpOBaHHe OTJIaBJICHHUS

HJ’[S{ BCTAaBKH OI'JIaBJIEHHUSs1 BbI6epI/ITe ITYHKT KOMdHIHOT'O MeHIO COO6III€HI/I$I BcraButh >

Ornasienue (cMm. Pucynok 971).

Cogeposanme X

Cﬂm'l'b COACPRAHHAEL HA PORDEED

TEra: Knacca:

Yposene 1 | hl *
Ypoeene 2  h2 *
¥poeeHe 3 | h3 ¥
¥Ypogerod | hd v
¥posenn 5 | hS

Y¥posenw & | hE

MpoHyMEpOBETE BCE AMEMEHTSI B
COAERAHAHMN

o

gaI'IFIETIrITb MIMEHEHNE COgEsaHNA

Ormens

Pucynoxk 971 - JInasnoroBoe oKHO BCTaBKH OTJIaBJIEHUS

[Ipy HeEoOXOAMMOCTM ONUIIMTe IpaBWwiIa (pOPMUPOBAHUSI YPOBHEH COJlep>KaHus U

HaxkxmuTe KHOTIKY OK.

4.11.10 JlomoHHTe/IbHbIE CBOMCTBA 00HLEKTOB

Jl1anoroBoe OKHO JIOTIOJIHUTENIbHBIX CBOMCTB WCIOJIb3yeTCsl AJISl 3ajlaHusl aTpuOyTOB
Tekymiero obbekTta. OKHO COCTOMT W3 Tpex IlaHejled, MeXAy KOTOPbIMH IIPOMCXOAUT

Iepexkiro4YeHre C IoOMOMIIbI0 3aKJId/I0K.
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[Tanens HTML-aTpuoyTs! (cM. PucyHok 972) no3Bosnsier 3agaBatb HTML - aTpubyThi
st Tekymiero obbekta. [lonmHbli crnmcok atpubyTtoB: summary, width, border,
frame, rules, cellspacing, cellpadding, align, bgcolor, align,
class, title, lang, dir. Jlng co3maHus HOBOrO aTpuOyTa BHIOEpPHUTE ero B CITHCKe
ATpubyT, 3arem 3anonHute mosie 3HaueHue. HoBbiii aTpuOyT OyneT mobaBiieH MpU CMeHe
dokyca nons 3navenue, 160 1Mo HakaTHio Ha kHOMKY OK. Jlyig ynaneHus yxke CO3laHHOTO

aTpubyTa yCTaHOBUTe KypcoOp Ha HeoOXOJUMYIO CTPOKY, 3aTeM HaXXMUTe KHOIKY YJalIuTh.

Pegakrop A0NONHUTENLHEDR CEORCTE e

Teryuue aTpubyTm gna:  <tables

HTML-atpubyer  Crunepoe odopsnenne  Cobemua lavaScnpt

ATpubyT Anaqenue

width 1003

cellspacing 2

cellpadding 2

border 1

L EnkHuTE Ao obbekTy BEEpY, UTOBDI MEMEHNTE EFO SHAUEHWE YasauTe
Arpulbym JHaueHme

. oK | Oriaena

Pucynok 972 - Ilanens pepaktupoBanuss HTML - atpubyTtos
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[Tanens CtuiaeBoe odopmitenue (cMm. Pucynok 973) mo3BossieT 3a/iaBaTh CBOMCTBA
Tekyiiero obwekrta. [ljisi co3maHus HOBOTO CBOWCTBA BBenuTe ero ums B mosie CBOMCTBO,
3areM 3anoJyiHuTe Tosie 3HayeHue. HoBeid aTpubyT OyneT mobaBieH mpu cMeHe GoKyca oS
3HaueHnue, nubO0 10 HakaTwio Ha kHomkKy OK. JIns ymanmeHus yke CO3JaHHOTO CBOMCTBA

YCTaHOBHUTEe KYpCOp Ha HEO6XO}II/IMYIO CTPOKY, 3dTeM HaXMHUTe KHOIIKY YI[aJII/ITb.

Penakrop ACNONHUTENLHEE CEORCTE X

Texyuie arputyTs gna:  <table

HTML-arpubyter  Cinnepoe odopmnenne  Cobemaa lavaScnpt

CoofcTen Inaqenne
L &nkH#TE Mo oBLEKTY BESPRY, UTOBEI MEMEHHTE EM0 JHAUSHWE YaanuTe
CeoicTED: JHAYEHHE

. QK | Oriaera

Pucynok 973 - Ilanenb pegakTUpOBaHUs CTUJIEBOTO 0POPMITEHHUS
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[Tanens CobbrTus JavaScript (cMm. Pucynok 974) no3BosisieTr 06pabaThiBaTh COOBITHS
JavaScript. Ilomublii cnucok cobwbiTuii: onclick, ondblclick, onmousedown,
onmouseup, onmouseover, onmousemove, onmouseover, onkeypress,
onkeydown, onkeyup. /Iy co3ganus HOBOro cobbITHsI BEIOepHUTe HEOOXOIUMBIN aTpUOyT
B criicke ATpHOYT, 3aTeM 3anoyiHuTe 1nojie 3HaueHue. HoBblil aTpubyT Oyner nobaBieH mpu
cMeHe ¢okyca mosis 3HadeHwe, JuO0 1Mo HakaTuio Ha KHomky OK. [Insg ymamenus yxke
CO3/IaHHOT'0 aTpuOyTa yCTaHOBUTe KypCOp HAa HEOOXOAUMYIO CTPOKY, 3aTeM HaXXMHUTe KHOIIKY

Ynanurh.

Penakrop ACNONHUTENBHER CEORCTE 4

Teiyuie s7pulyTo gAs:  <tables

HTML-arpubyter  Crunepoe odopsnenne  Cobeman lavaScnpt

ArpubyT AnaveHue
LgnkHmTe no obberty Beepxy, YToSbl MEMEHNTS £70 3HAYEHNE ¥aznute
Arpubiy: 3HaueHne:

onclick =

' 0K | Oriaena

Pucynok 974 - [lanens pepakTupoBaHus coObiThi JavaScript

4.123akpbITHE COODOIIEHNSI 0e3 OTIIPaBKH

Ecnmu nmceMo He ObIIO OTIIPABJIEHO W B Hero OBLTM BHECEeHBI HeCOXpaHeHHbIe

VM3MeHeHus, TO IIPpU 3aKpPbITUM OKHA BO3HMUKaeT coobijeHrne (cM. Pucynok 975).

CoxpaHer e cooduerua X

® CoxpaHmre 370 cooDWeHHe B Nanke YepHoBWKDE (MepHosukn) M 3akpeiTe okHo «CosgaHuwe

coobweH uRs?
CoXpaHnTE OTHMEHHTE MIMEHEH WA OTmeHa
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Pucynok 975 - HarniomuHaHMe 0 HecOXpaHeHHBIX U3MeHEeHUSsIX

Jlnst Toro, 4TOOBl He MOTepsATh U3MEHeHUsI U COXPaHUTh MHUCbMO B MHalke YepHOBUKH,
HaxkmuTe KHONKY CoxpanuTh. KnHomka OTMeHHUTH H3MeHeHHMS 3aKpbIBaeT JlaHHOe
coobllleHre W MHUCbMO, Bce u3MeHeHHs OynyT yrepsiHbl. KHomka OTMeHa 3aKpbiBaeT JJaHHOe

COO00IIIeHHe, BbI BO3BpalllaeTeCh K peilaKTUPOBAHHWIO ITMCbMAd.

4.13T"opsiune KJIABHIIIHM OKHA PeJJaKTUPOBAHMS COOOIIIeHUH

CoueTaHus KJIaBHII JIJIs1 OCHOBHBIX JeHMCTBUU C IMChbMaMM:

e Ctrl+Enter — oTnpaBuTh NMCHMO CeMYac;
e Ctrl+Shift+Enter — oTmpaBUTh MUCHMO TIO3KE;
e Ctrl+N — HOBOe NKUCHMO;

e Ctrl+S — coxpaHWTh NMCHMO; B 3aBUCUMOCTH OT TeKyllled HAaCTPOWKH COXPaHeHHUs

nucbMo Oyniet coxpaHeHo B Paiin, YepHnoBuk, I11a6soH;
e Ctrl+P — HameuyaTaTh YepHOBUK;
e Ctrl+Z — oTMeHUTH IIOC/IeIHee qeiCTBYe,;
e Ctrl+Y — noBTOpuUTH OTMEHEHHOE JIeHCTBUE;
e Ctrl+K — BCTaBUTb CCBUIKY B TEKCT;

e Ctrl+Shift+K — mnpepBaTb CChUIKY WIM YJAIWTh CCBUIKA W3 BbIIEJIEHHOTO

¢dparmenTa;
e Ctrl+Shift+R — ynanuTh SiKOpH C UMeHaMy;
e Ctrl+Shift+P — npoBeputhb opdorpaduio;
e Ctrl+Shift+A — Broxutsb daii;
e Ctrl+Shift+Y, Ctrl+Space — npepBaTh WiH yIaJIUTh CTAIN TEKCTa;
e Ctrl+] — yBesuuTh OTCTYII;
e Ctrl+[ — ymeHbIINTD OTCTYTI;
e Ctrl+B — yCTaHOBUTH BbI/IeJIeHHOMY TEeKCTY CTHJIb «I10JTy>KHPHBIN»;
e Ctrl+I — ycTaHOBUTb BblJIeJIeHHOMY TEKCTYy CTHJIb «KYPCHUBY;
e Ctrl+U — ycTaHOBUTH BbIJIeJIEHHOMY TEeKCTY CTWIb «IIOAYepPKHYTHINY;
e Ctrl+T — ycTaHOBUTH CTHIIb TEeKCTa «MOHOIIVMPUHHBINY;

e Ctrl + >, Ctrl + .— yBenuuuTh pasmep mpudra;
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e Ctrl + <, Ctrl + ,— yMeHbIIUTD pa3Mep MIpUPTa;

e Ctrl+R — nmepedopmaTrpoBaTh TEKCT COOOITIEHUS;

e Ctrl+A — BBIIEJIUTL BCE: TEKCT COOOIIeHUS WIN BIIOXKEHUS,

e Ctrl+C — xonuposars;

e Ctrl+X — BrIpe3ars;

e Ctrl+V — BcTaBuTh;

e Ctrl+Z — oTMeHUTS;

e Ctrl+Y — noBTOpUTH;

e Ctrl+H — HaiiTy ¥ 3aMeHUTb TEKCT B TEKYIIleM COOOIIeHNY;

e Ctrl+F — HaliTu TeKCT B TeKyIIeM COOOIeHUH;

e Ctrl+G, F3 — HaiiTu cHOBa B TeKyIlleM COODIIeHNY;

o Ctrl+Shift+G, Shift+F3 — naiiTu npenpinyiiee B TEKyIeM COOOIEHHUH;
¢ Shift+Enter — BcTaBUTH pa3pbIB CTPOKHA BMECTO HOBOT'O ab3aria;
e F2 — nepeuMeHOBaTh BIIOXKEHUE;

e F9 — nepexiitounth 60KOBYIO N1aHeslb KOHTaKTHI;

e F6, Ctrl+F6, Ctrl+Tab — mepeiitTu k ciefyomeMy OCHOBHOMY 3JIeMEHTY

TI0JTb30BaTeIbCKOTO UHTepderica;

e Shift+F6, Ctrl+Shift+F6, Ctrl+Shift+Tab — nepeiitu k npenpiayiiieMy OCHOBHOMY

3JIeMeHTy I10JIb30BaTeJIbCKOT0 HHTepdeica;
e Ctrl++, Ctrl+=, Ctrl+kosecuko NpoKpyTKH BBepX — yBeJIMUUTb MacIITab;
e Ctrl+-, Ctrl+kosiecuko npoKpyTKH BHH3 — YMEHbIIIUTb MACIITa0;
e Ctrl+0 — cObpocuTh MacIrTab;
e Ctrl+1 — noxkazaTthb rjaBHOe OKHO MPUJIOXKEeHHUS;
¢ Ctrl+Shift+O — BcTaBUTH KaK 1IUTATY;
e Ctrl+Shift+V — BcraButh 6e3 popmaTtrpoBaHus;
e Ctrl + menyok BHyTpH SUeHKH — BbIOPATh STUEHKY TAOIMIIbL;
e Ctrl + mem4ok mo rpaHune TadJIUIBI — BbIIEIUTD TaOIUITY;

e Del — YAAIIUTb BbI6paHHbeI TEKCT, BJIOXKeHHe, COIOepXUMOoe d49eeK Ta6J'II/II_IbI JZ8)1%!1

TabnuIy;
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e Ctrl+Del — ynmanuth ciioBo cripaBa — OT Kypcopa /10 KOHIIA CJIOBa;

e Ctrl+Backspace — yganuth CjI0BO CiieBa — OT Kypcopa JI0 Hadajia CJIOBa;
¢ Alt+Home — nepeMecTUTb BJIOXKeHHE B HAYaJIO CITUCKA BIIOXKEHHI;

e Alt+1 — nepemecTUTh BIIOXKEHUE BBIIIIE;

e Alt+«—— nepeMecTUTb BIOXKEHHE BMeCTe;

e Alt+| — mepeMecTUTb BJIOXKEHHE HIXKE;

¢ Alt+Home — mnepeMecCTUTh BJIOXKeHHe B HA4aJIO CIIHMCKA;

e Alt+End — niepemMecTUTh BJIO)KEHUE BHU3;

e Alt+Y — oTcopTupoBaTh BCe BIIOXKeHHe WU BbIOPAHHbIEe BIIOXKEHHSI.

5 VYYETHBIE 3AIIMCH
5.1 JloGaBiieHye y4yeTHOI 3aNHCH MOYTHI

HJ’[H )IOGHBJ'IQHI/IH y‘IETHOﬁ 3dIIMCHU IIOYThI OTKpOﬁTe ITaHeJIb IIdpaMeTpOB y‘leTHOfI

3dllMCU OHUM U3 CJIeJYyIOoInuX CII0CODOB:

— BblbepuTe NyHKT KoMaHjHoro MeHio Paiin > Cosmats > HacTtpouts Moo

Y4€THYI0 3aITHCh II0Y9ThI,

— B OKHe IIaIIOK BbI6epI/ITe HY)XXHYIO YYeTHYIO 3dllUChb, HpaBDI:I KHOIIKOM MBIIIH

BBEI3OBHTE KOHTEKCTHOe MEHIO, BbI6epI/ITe KOMaHy HapameprI.

B orkpebiBiierics naHeny IlapaMerpsl y4eTHOHM 3allMCH HaO)XMUTe KHONKY JleHCTBHSA
IJIsl y4eTHOHM 3amucH. /lajlee B OTKpBIBIIEMCS MeHIO BbiOepuTe MyHKT Jlo0aBHTH y4eTHYIO

3amuch mouthbl. Ha sKkpaHe oTkpoercssi HoBasi cTpaHviia HacTpoiika ydeTHOH 3amucH

(cm. Pucynok 976).
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\d Hactpodia yaitron safimem - MyOficaMail

kA BroapLymHe -@Hacmnﬂka yHETHOR 2any X

HacTpoiika UMetoLLeRca y Bac YHETHOR 3anMCK 3N1eKTPOHHOM NouUT|

Yrobsl MCMONBZOEATS TEKYILME 3APEC 2NEKTROHHOR NOMTE, BESAMTE CEOM YUSTHEIE A3HHEIS,
MoiEOdic MouTa aETOMETHHECKI BEINONHAT NOWCK paBoqen 1 peKOMEHADEAHHOR KoMty paLwk cepeepa.

Bawe noaHoe MMA

Anekcangp CMUpHOE 6]

AQPeC 2AEKTROHMOE NoWTk

alexandr. smirnov@techwr.myoffice.ru 0]

MNapons

JANOMHKTE NAp0E

Bawn T-IE“II:IE AdFFER Ej’ﬂ:f’f NPSHMTECH TONRKD NOKANEHD Hd D23LUEM

KOMIERTE .

Pucynoxk 976 - Hactpoiika y4eTHOM 3alTMCH TTOYThI

Haxxmute kHonky IIpomo/nkuTh, HauHETCs TIOMCK y4eTHOM 3anvcH. B ciydae ommbku
PaCKpOIOTCS AOIOJHUTeNIbHBIE II0JIs1 [JIi YTOYHEeHHs IlapaMeTpOB CepBepoB BXOIsIIed U

ucxopsiet moutsl (cM._Pucynok 977).
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4 Hactpoiika yuetHol aanucs - MyOfficeMail

@ HacTpofka yHerHoR 3an. =

Hactponka MMerowenca y Bac y4ETHOW 3anmcy 3NEKTPOHHOM MOYTbI

HraBbl MCNONB3OBATE TEKYLIMA AAPEC 3NEKTHOHHON NOUTH, BESAWTE CBOM YUETHBIS AHHbIE,
MorOdme MouTa aBTOMATHUYECKW BEINCAHWT Nonck pabouel W PEKOMEHACBaHHOW KOHGHIYPaLMK cepeepa.

Balwe nonnoe mma

| alexandr. smirnov@techwr.myoffice.ru o

Anpec 3NeRTROHHOR NoYTLI

I alexandr_smirmovi@techwr myoffice ru @]
Napons
LLLLL L1 L] @

JaNoMHWTE Napois

MapameTpel ceprepa

CEPBEP BXOAALLER NOYTbI

MpoToxon: IMAP ~
M cepeepa: . imap-techwr.myoffice_ru

Mopr: 993

33LUHMTA CORIMHEHHA ABToONpEfensH1e 4
MeTog ayTeHTaduraiim: ABToONpenensH1e b
MmA nonwzoearens: Ialexandr.smirn ovi@tec hwr.myofﬁc.:

CEPBEP MCXOAALLEA NOYTE

Mma ceprepa: [ smtp-techwr.myoffice_ru l
MopT: I 587 :'3

3AWMTA COBAMHEHKA: ABToONpEfenaH1e i
MeTos ayTeHTHdMEaLmMA; ABToONPeaensHue o
A noaezosaTens: alexandr smirnovi@tec hwr.myofﬁc]

AononuuransHan HacTpoiika

MepeTecTMpoBaTs OTmena

Pucynoxk 977 - PaciupeHnHas maHesib BBO/IA TAHHBIX YIETHOW 3alTUCH
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B ciydae HeynmayHOro co3jaHus y4YeTHOW 3alMCH IOYThl 3allOJIHATE TIOJSL JIst
BXOJsIIero U ucxojsinero cepBepoB. Haxkmure kHomky IleperecTrupoBaTh [jisi POBEpKU
BBeJIeHHBbIX 3HaUeHU. B cilydae ycreirHoro coefviHeHrs HakMuTe KHONKY I'oToBo, y4yeTHas

3ammch OyneT mobaBiieHa B CIIMCOK YYeTHBIX 3aIiCeH.

5.2 YpajieHHe y4eTHBIX 3anucei

Il ynaneHust yueTHOW 3allMCH OTKPOWTe IaHeNb [TlapaMeTpPOB YYeTHOM 3alliCH OJHUM

H3 djieJyromux CIrocoboB:

— BblOeprTe NYHKT KoMaHjHOro MeHi0 HMHcrpymenTnsl > Ilapamerpsl ydeTHOH

3aIlUCH.

—B OKHe IIalloK BbIOepuTe HYXXHYIO y4YeTHYIO 3alliCh, IIPaBOW KHOIKOW MBIIIN

BBI30BUTE KOHTEKCTHOE MeHI0, BbibepuTe KoMaHly Ilapamerpsr.

B otkpeiBuIeiica naHenu IlapamMeTpsl y4eTHOM 3alMCH HaXXMHTe KHONKY JlelicTBHS
A yd4eTHOM 3ammcH. [lajiee B OTKpBIBIIEMCSI MEHIO BblOepuTe IyHKT YHAJHUTh Y4eTHYI0

3aIHuch (cm. PucyHok 978).

foBasute YUETHYHO 3aNMCL NOUTHL...

[oBasunTb APYIYHO YUETHYIO 33NKCh...

Yaanute YUETHYIO 3anuch

|

[leACTBMA ANA YUSTHOM 3anucy v \

Pucynok 978 - MeH1o geiiCTBUM [l y9eTHOU 3alIUCU
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Ha skpane oTkpoeTcs AuasoroBoe OKHO BbIXOAa M3 Yy4ueTHOM 3amucd (cMm. PucyHok

979).

Beixog W3 y4eTHoW 3amuck >

BbIXDﬂ, M3 ‘y""-IETHDI‘-:I 3anrcK
FANOMHWTE CNEAYIOWWE NaPaMEaTRbI YUETHOM 33MMCH Ha 3TOM YCTPOWCTRES:

Neanuob
MeTru

MNpasuna W GrABTHR
BT OTmeHa
Pucynoxk 979 - JlnanoroBoe OKHO yJjajeHus! y4eTHOH 3allUCH
[Tpu ynaneHuu Bbl MOXKeTe 3alIOMHUTD CJIe/lyIOIIHe [1apaMeTphbl y4eTHOM 3alUCH:

— yAasieHue MOoJIIHICeH;
— yZIaJieHue MeTOK;

— yllajieHue IpaBwWI U pUIIbTPOB.

5.3 YcraHoBKa aKTHBHOM y4eTHOMH 3alucH

JI7s1 yCTaHOBKM aKTHMBHOM Y4YeTHOM 3allMCH OTKPOWTe IlaHeslb I1apaMeTpOB Y4YeTHOMU

3dllMCU OHUM U3 CJIeJyIOoInuX Croco0OoB:

— BbIOeprTe NYHKT KoMaHjiHOro MeHi0 HMHcrpymenTtnsl > Ilapamerpsl ydeTHOMH

3aIHCH,;

—B OKHe IIalloK BbIOepuTe HYXXHYIO Y4YeTHYIO 3allliCh, IIPaBOW KHOIKOW MBIIIN

BBI30OBUTE KOHTEKCTHOE MeHI0, BbibepuTe koMaHly Ilapamerpsl.

B otkpoiBieiics naHenu IlapameTpsl y4yeTHOH 3amucH BbIOepuTe HeOOXOIUMYIO
YUYeTHYIO 3allMCh, Jlajlee HAXKMUTe KHONKY JlefcTBHA Nyis ydeTHOH 3amucu. B oTKpbIBIIEMCsS

MeHIO BbibepuTe IMyHKT Y CTAaHOBHUTH 0 YMOJTYAHHIO.

5.4 JlobaBiieHHe yueTHOMH 3alIUCH HOBOCTeM

st mobapyieHUs] y4eTHOW 3allliCU HOBOCTeW OTKPOMTe IaHeJlb ITapaMeTpPOB y4eTHOM

3allMCU OOHHWM M3 ClIeJyIOInX CIIOCODOB:
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— BblOepuTe MYHKT KoMaHjHOro MeHi0 WHcrpymenTsl > IlapaMerpbl y4eTHOM

3alliCH;

—B OKHe IaloK BbIOepuTe HYXXHYIO Yy4YeTHYIO 3allMCh, IIPaBOW KHOIKOW MBIIIN

BBI3OBUTE KOHTEKCTHOE MeHI0, BbibeprTe koMaHly Ilapamerpsr.

B otkpeiBiIeiics naHeny IlapameTpsl ydeTHOM 3amucH HaXMuTe KHOIKY [leiicTBus
IS y4eTHOM 3amucH. /lajee B OTKpBIBIIEMCS MeHIO BblOepuTe NMyHKT [lobaBHTH Apyryro
ydeTHyI0 3ammch. Ha skpaHe OTKpoeTCsl MalloroBoe OKHO BbIOOpa TWUIIA y4eTHOM 3aIllkCH

(cm. PucyHok 980).

MacTep ydeTHeD 33nMCERA X

MapameTpsl HOBOMR YUETHOR 2ANKCK

Yrobe: nonyYaTs CODBLIEHNE, CHAYANE HYKHO CO538TE YUETHYIO S8NHCH.

3ITOT MACTEP COBEPET MHGOPMALMID, HESEX OANMYID ANA COZAAHUA YUETHOMN 2anncu. Ecan Bu
HE 3HAETE BCeil HEDGXOZMMOR HHEOPMALMKN, CERDKNTECS © BALUMM CHCTEMHEIR
3AMUHUCTPATCPOM HAM NOCTABLLMKOM yoryr MuTepnera,

BriGepuTe, ka0l THN yHETHORA 3ANNCH BBl XOTUTE CO3ATE:

(@) Yutyan 33annce MoBoCTEd i

< Hazag Janee > Orraena

Pucynoxk 980 - IlapameTpbl HOBOM y4eTHOW 3allMCH
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BoeibepuTe THD ydeTHOW 3anucu M HaxmuTe kHonky J[lamee (cm. Pucynok 981).

MacTep yueTHEX zanwuceid .

Nepeonanbhbie pannbe

Jns kaowa0R yHETHON S3NMCH MMEHITCA NEPCOHANBHBIE JAHHBIE, KOTOPBIE CMOMYT YEHALETE
HMTEHOLLHE BALIK MHCEMS SAPECaThI.

Boeaure nwa, koropoe Byger noAeaATeCR B none 0= npu ornpasxe coobuwierni (manpusep,
allgan Heanoos).

Brigogumoe wan: | AnekcadHon CMWOHOB

Boeaute paw agpec INEETPOMHON NOYTE], Kyaa apyrne By yT oTNpasnATe B3k Co0OLEHHA
{nanpumep, cuserGtest.rus).

AQpec ANeETROMHON NONTEE | alexandr.smirnov@techwr.myoffice.ru

<o omers

Pucynok 981 - IlepconanbHble JaHHBIE

3anonHuTe 1noJs BeiBomiiMoe umMsa 1 Afpec 31eKTPOHHON mo4ThI. HaxkmuTe KHONKY

IHanee (cm. PucyHok 982).

MacTep yueTHE: 33nMcen >
Hudopmaumna o cepEepe EXOLALERA NOUTEl

BeeawTe wmp wenenssy enoro same cepeepa Hoeocred (NNTP) (Hampumep, snews test.mis),

Cepeep rpynn H... |

e e

Pucynok 982 - Hacrpolika cepBepa BXosIIei o4ThI
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3anonnute nosie CepBep rpynn HoBocreii. Haxmure kHonky lamee (cm. PucyHok

983).

Mactep yuETHDIX 3anuces

Hmn yuéTHoR 3anmcm

Baegute HmA 3ToR YYETHORA 2anucH (Hanpumep, <Pabovass, </InsHass wmn =T pynne
HOBOCTER=),

Hram yeTHOMN 33... |

e Orers

Pucynok 983 - ms ydeTHOH 3anucu

3arnonnute noje Amsa yderHow 3amucu. Haxxmure kHonky danee (cm. Pucynok 984).

Macrep yuitabix 2anncei
No3gpasnaem!

Moxanylicra, NpoBEPETE, WTO NPUBEIEHHER HH#E MHBOPMALMA BEPHA.

Mmm yETHON 3anmcm;

Aapec INeKTpeHHOA NoYTsI:

Mma cepeepa HoeocTed (NINTF):
Himaz moncsosarena (SMTP-cepeep):

Haxmunre =l oTopos, yTob COXpaHATE TEKYLLME NAPaMETPR W 33sepLunTs paboty «MacTepa
YHETHBIX 3aNHCERs,

I < Hazan || loroso Orraens

Pucynok 984 - CoxpaHeHue y4eTHOW 3aITUCH

Haxwmure kHonky I'oToBo, ydeTHas 3amnuch HOBOCTel OyneT no0aBjieHa B CIIMCOK

YYeTHbIX 3anMcey Ha JIeBOM MaHeu.

5.5 BreIxon u3 yuyeTHOM 3aIIUCH
Jlyist BBIXO/1a U3 TeKyIlel 3alMCH B OKHe TIalloK BbIOepUTe HYXXHYIO YUeTHYIO 3alliCh, B

o E:—} BrIFTH
OTKprBHIeI/ICSI cnpaBa IIaHeJ/IM HAa>KMUTe KHOHKy . Ha E)KpaHe IIOSABUTCA THUAJIOrOBOe

okHO (cM. PucyHok 985), B KOTOPOM MOXXHO HACTPOWUTH IapaMeTpbl BbIXOAA U3 aKKAYHTa,

TaKHe KdK:

— ynanenue nHbopmaruu 00 y4eTHOH 3aIKCH.
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— yIajeHue JaHHBIX COOOIeHHUH.

J Bhixog Uz yueTHON 3anMcK - =

BeIXxoA U3 y4eTHOM 3anucK

JaNomMHKATE CASOYEWLME NAP3AMETRE YHETHOR 3aNMCK Ha 3TOM yCTpoRCTRE:

Noanwes
MeTHiM

Mpaswna 1 EHALTRRI

Buiati OTmeHa

Pucynok 985 - Hacrpoiika napamMeTpoB IIpU BbIXOJle U3 aKKayHTa

Haxmure Ha KHOIIKY BrriiTi IJI BBIXOld U3 dKKAYHTA.

5.6 Hacrpoiika napamMeTpoB y4eTHO! 3aucH

OTKpOﬁTe ITaHeJIb ITapaMeTpPOB Y‘IETHOIZ 3allMCHU OJHUM U3 CJIeJYIOoIInuX Crioco0oB:

— BbIOeprTe NYHKT KoMaHjHOro MeHi0 HMHcrpymenTtsl > Ilapamerpsnl ydeTHOMH

3aIHCH,;

— B OKHe IallOK BbIOeprTe HY>KHYIO YYeTHYIO 3allMCh, B OTKPBIBILIEHNCS CIIpaBa MaHelIu

e

.-D“il:_
HAKMHTE KHOIKY -~ fapameTpe! .

—B OKHe IIalloK BbIOEpUTe HYXKHYIO Y4YeTHYIO 3alMCh, IIPaBOM KHOIIKON MBIIIH

BBEI3OBHTE KOHTEKCTHOe MEHIO, BbI6epI/ITe KOMaHy Hapame’rpbl;

— Ha IIaHeJId UHCTPYMEHTOB Ha)XKMUTe KHOIIKY BbI30Ba MeHI0O — (MeHI0 MoitO¢uc

ITouTa), B nosiBuBIIIEMCsl MeHIO BbiOepuTe IlapaMeTpsl y4eTHOM 3aHUCH.
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B 7eBoii maHenu BbIOepuTe HEOOXOAVMMYIO Y4YeTHYIO 3allMCh, B IIPaBOM IaHen

MOSIBATCS HaCTPOUKHU BbIOpaHHOU Y4eTHOU 3armucu (cMm. Pucynok 986).

4 TapaneTpes ye2mned sanwc - MyOfficebail

B4 Brogmupe m Napametpes yubtod 3ar X
MNapametpsl yYETHOR 3anuck - Mouta ana «alexandrsmirnov@techwr.myoffice.rus
Mapamerpe: cepsepa
Konwm v nanku Yima yuetHOA 3anucvr.i Mouta anAa «=alexandr.smirmov@techwr.myoffice.rux
CoCTasneHwe u aApecaums
AHTH-CRAM GHASTD Nusble ganmbie
CHHXPOHN3UMA K XpaHerme AnR KaXG0R YUETHOMA 33MTUCH UMEIOTCR NEPCOMANLHBIE A3HHBIR, KOTOPEIE CMOTYT YBAZETH UHTAIOWME BaLM
CXBO3HOE WHOPOBaHKE NNCEMA 3ADECaThL.
Yaea0MAEHUA O NPOUTEHMK
Wws grnpaeatens: Anexcarap CuupHoe
v [ /loxansbubie nanku B —
AHTH-CraM BUALTP ALPEC SACKTPOHHOR NONTHY alexandrsmirnov@techwr myofficery
Aycxosoe NpOCTPEHCTED Apec AR OTBETA! MMony4aTeny BYAYT OT8EUAT RO 3TOMY AADECY

[ Cepoep noxogawen mouTel (Sl o ayn e

Moanucs 5 OBHoBMTL PeaaxIposaTs

{1 Bcraansms noanwck vs daina (texct, HTML wan KAPTUMKY):
. MNp#xpennaTs BAIUTHYH KIPTOUKY K COOBLUEHMAM PesaxiviposaTs EMINTHYIO KAPTOMKY...

| Aapec AR OTEETa, KOrA3 3aron0BKM 4OCTaBKM COBNagaT: | list@example.com, *@examplecom

Cepeep vOoASIWeR NoyTsl (SMTP)  VICNOAL30BaTs CEPEED NO YMONYEH... ¥ WsmernnTs SMTP-cepeep...

JlecTgia ANA YUBTHOA 3anucy v [LONOAHUTENDHBIE APECA SNEKTPOHHOR NONTHI ...

'ﬁ' Hacrpoiixe McidOduc Navta

M NonoAHEHNA M TEME!

Pucynok 986 - Hactpoiiku yyeTHOM 3anucu

5.6.1 OcHoBHEBIe napaMeTpbI Y4eTHOH 3allHCH
3arosHUTe Cllefyolye oJs:
— UM YYeTHOM 3allvcH, TIpU cMeHe poKyca UMs YIEeTHOM 3amucy OOHOBUTCS B JIEBOM
[1aHeJy;
— UM OTIIPaBUTeJIs;
— aJipec 3JIeKTPOHHOM I10YTHI;

— ajipec i OTBETa;
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— OpraHu3anys.

5.6.2 Hacrpoiika moammcu cooomeHust

[Tostle monmucy CONEPXKUAT TEKCT, KOTOPBIA aBTOMATU4YeCKH H00aBisieTCsl B KOHeIl
COODIlleHUsl TIPH CO3[AHUM TNHUCbMA. TEeKCT MOANUCHA MOXeT ObITh CHOPMHUPOBAH JIBYMs

criocobamu:

1. Ha siokanbHOM KJIMeHTe P HAaCTPOMKe IMapaMeTpOB yU4eTHOM 3anucH. i co3nanust
WM pefaKTUPOBaHHUs JIOKAJIbHOW TOJNUCU HaXMUTe KHONKY PemakTupoBaTh B pasjelie
ITogmucek. B oTkpeiBIelics auanoroBou naHenyd (cMm. Pucynok 987) BBeguTe TEKCT MOAHMCH.
[Tpy HEOOGXOOMMOCTH HCIOJIb3YHTE HWHCTPYMEHThl (pOpMAaTUPOBAaHUS U BCTAaBKU OOBHEKTOB.
Haxmure Coxpanurb. B 3TOM ciiyyae MOANMCH COXpPAHUTCS JIOKaAbHO 0Oe3 OTIpaBKU Ha

cepgep.

PenakTtuposatie noanucK

OEbMHBIR TexoT e MponapLISIHANSHEIR W M T-TTBITU fe 1512 2 =~ mv 2w

C yeameHuem,

Omeaeria CORpaHdTE

Pucynok 987 - PegaktrpoBaHue NoANKCH

2. Ha Be6-Bepcuu «MoitOduc [Touta» B pasnene JIlmunas uadpopmamuss MoxeT OBbITH
BBeJleH TeKCT IOANMCH 1 BbIOpaH JijIsl UCIIO/Ib30BAHMSI 110 YMOTYaHUIO. B 3TOM citydae moanuch
MoXeT OBITh IOJIydyeHa C CepBepa W B JajibHeMIlleM WCIIOJIb30BaHAa Ha KiMeHTe. s

MoJIry4yeHnusa Ha JIOKAJIbHOM KJIMeHTe IIOAIINCH C cepBepa Ha’XMHUTe KHOIIKY

Y _+ DBHOBWMTE
, Ha DJKpaHe TIOSIBUTCS  Tpeaymlpexjaiolee  CooOIIeHue

(cm. Pucynok 988):
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OBHOBWTEL NOANKCE?

Texyllan Noanuce 6YAeT 3aMeHeHa Ha

yCTaHoBNeHHy0 B Beb-eepoun «MonOduc Moytas.

OTrEHS OBHOBWTE

Pucynok 988 - Coobiiienne 06 06HOBIIEHUH TTOIIIUCH

Haxxmute Ha kHOnKy OOHOBHTB, TeKyllas MOANKCH 3aMEHUTCS Ha IOAIKUCH U3 Beb-

Bepcuu «MorOduc [Touray.

5.6.3 Vicnosib30BaHNe BU3UTHOM KAaPTOYKH B COOOIIIEHHUSIX

st Toro, 4ToOBl NPUKPENUTb BU3UTHYIO KapTOYKY K OTIPAaBJIsieMbIM COODIIEHUSM,
UCIONb3yHTe Iepekitodareslb IIpUMKpemisiTe BH3UTHYI KapTOYKy K COOOIIEHHSIM.
Haxmure kHOnky PemakTHpoBaTh BH3HTHYI0 KapToukKy. Ha oskpaHe mosBUTCS Iuaior

pelakTUpOBaHMS 10JIel BUSUTHOM KapTouKy. OH COCTOUT U3 Tpex MaHeJlel.

Ha nanenmu Konrakt (cM. PucyHok 989) Bbl MoXkeTe pelaKTUPOBATh CIIeAYIOIIHe OIS
BHU3UTHOM KapTOYKU:
1. Ums, pamumus.
Wms st oTobpaskeHus.
[IceBmoHUM.
OCHOBHO¥ U JIOTIOJTHUTEJILHBIN afjpeca 3JIeKTPOHHOM MOYTHI.

HWwm4 B yare.

SR A

Howmepa tenedonoB: pabouunii, JoMaiiHui, $pakc, neimxep, MOOUIbHBIH.
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WzMeHEHHE BHIMTHOHA KapTOUKH

KaHTaKs Pafiaues Npoues
Apn: | | PaGounik
LT LT T CRABLLIHH R
Crodipasar Kak Dagn
\Mh0RATH OTOGPANARMOR HUA RMECTD MMAKA 13 2ATONDRKR ueE M
MCEB & HM: [ LT

FNEKTROHHAR NOATA;
JLon. ARPEC ANSKTROHADH MgETw:

Muz o ware:

MEEANoURTSET MO AyYaTe NOUTY B SOpLaTE HEHZZECTHD o

LS CTHEHa

Pucynoxk 989 - PegaktrpoBaHue 1oJield KOHTAKTa BUBUTHOW KapTOYKHU

Ha nanenu Pabodee (cM. Pucynok 990) BBl MoXkeTe peJaKTHPOBATh CJIeyIOIIe MO
BU3UTHOW KapTOYKMU:
1. J1oJKHOCTb.
Otnern.
Opranwuzarys.
Anpec.

['opop, obmacTk, Kpai, TOYTOBBIM UHIEKC, CTPaHa.

SRR L S R

Beb6-cTpanuria.
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HameHenne BUZMTHOR KAPTOUKH

KaHTaET Palaues Npayes

DafaHaeTs: Ogagh

CIQpraHisaupA;

Adpec:
ropoa:
Ofnacme, Kpadi: Mouroou il jngenc:

Cpana:

Befb-Crpanuga:

Pucynok 990 - PenaktripoBanvie pabourx cBeJleHHUM KOHTaKTa BUSUTHOW KapTOUYKU

Ha nanenmu IIpouee (cMm. PucyHok 991) BeI MoXeTe pefakTHpPOBAaTh JIOINOJHUTEJIbHbIE

MOJISI ¥ 3aMETKH BU3UTHOH KdpTOYKH.

HameHenwe BuzMTHOH KapTOUKK

KaHTaET Pafuee Npaues

NMpouse 1: I |

Npouee 2
Npiouae 3

Npouee 4

JapeTIe

QK OTMEHS

Pucynoxk 991 - PefaktrpoBaHue JOTOTHUTEIBHBIX CBeJIEHUN KOHTAKTa BUSUTHOMN

KdapTO4YKH
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5.6.4 Hacrpoiika cepBepa HCXOASIIEH IIOYTHI

Jlnsi HAcTpOMKM TIapaMeTpOB CepBepa MCXOISIIEH TMOYTbl HAXXMUTe Ha KHOIIKY
HN3menurs SMTP-cepBep. Ha skpaHe mosiBUTCS TaHesb peflakTUPOBaHUS CBoucTB SMTP -

cepBepa (cM. Pucynok 992), Ha KOTOpOM MO>KHO 3aIllOJTHUTH CJIeTYIONIHe OIS
1. Onucanue cepsepa.

Hms cepsepa.

ITopr.

Tun 3amuThl COeIMHeHNSI.

Merton ayTeHTH(PUKAIIUH.

R A

HWm4a nonb3oBaTerid.

SMTP-cepeep b4

Hacrtpoiikn

ZnucaHwe;

Mma cepeepa: | smitp-techwr.myoffice.ru

NopT: 465 Mo ymonyaHu 465

3awmnTa 1 ayTeHTUDWKaLMA

JanTa coeguHEHKA: S5L/TLS e

MeTog ayTeHTUdUKALNN:  Ofki4HEIR Napo/b w

IMA Nonb3oBaTENA: alexandr.smirnov@techwr.myoffic
oK OTMEHA

V.

Pucynok 992 - [lanens pepaktupoBanusi cBoiictB SMTP - cepeepa
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5.6.5 Hacrpoiika A0n0/JTHHTEIBHBIX aPecoB 3JIeKTPOHHON MOYTHI

Haxxmure KHOIIKY HOIIOJIHI/ITEJILHLIE aJipeca 3JIEKTp0HH0171 mourel. Ha SKpaHe

TTOSIBUTCS IIMAJIOTOBOE OKHO (cm. Pucynok 993).
OononHuTeneHLE agpeca SNekTPoOHHON NoyTw gna alexandr.smirnovi@techwr.myoffice.ru x

Frpamnesae agpaCasi 0. rodne aroil :|'HE1H=I|T| zanucu. Mo FMCAyaKEEd] 5:|',J,ET HETONL JOEATECA NepEdil SAQEC 3. NOYTEL

Alexander Smirnov <alexandr.emirnovi@techwr.myoffice.ru=

Dadiaesms

VIEMEHMTE..,

3AEFITH

Pucynok 993 - [lanenb HaCTPOMKU JJOTIOIHUTEJIbHBIX aJJPeCOB 3JIeKTPOHHOM IIOYTHI
B nuanore orobpakaeTcst CIMCOK JAONOJIHUTENIbHBIX aJIpecOB 3JIeKTPOHHOM ITOYTHI.

HJ’IH )IO6EIBJ'I€HI/IH JOITOJIHUTEJIbHOTO apeca BHeKTpOHHOﬁ IIOYTbl HAXXMHUTE KHOIIKY

HOG&BI/ITI). Ha SKpdHe IMOABUTCA JraJIOTOBOE OKHO PeIdKTUPOBAHUWA IIOYTOBOT'O daipecCd.

Jlisi u3MeHeHMsl NapamMeTpPOB BbIOPAHHOI'O 3JIEKTPOHHOTO ajipeca HaXXMHUTe KHOIIKY

NsmennTs. Ha 9KPpaHe IMOABUTCA AXAJIOTOBOE OKHO PeIdKTUPDOBAHUS ITOYTOBOTI'O dJ/IpecCd.

HJ’IH TOro, YTOOBI daJipeC HCITIOJIb30BAJICA KdK aJpeC OTIIpABUTEJIA, BI)I6epI/IT€ aJjpeC B

CIIMCcKe U HaxxMuTe kHOIKy Ilo ymosmganuso.

Jlnst ynaneHus afgpeca U3 CIIMCKA HAKMUTE KHOTIKY Y KaJINTh.

5.7 Hacrpoiika o01iero 10crymna K o4ToBOMY SITHKY

CYH_[eCTBYET BO3MOXHOCTb IIpeJOCTaBJIEHHUd HOOCTyIla JAPYyromMy II0OJIb30BATeJII0 K
I[IaIIKaM IMOYTOBOI'O AIIHWKA. HJ’IH AeJIeTUPOBaHU NOCTYyIId K IIOYTOBOMY MIIMUKY MU ero IallKaM

obparuTech K afIMUHUCTPATOPY.

5.8 JTomonmHuTeNbHEIE afipeca 3JIeKTPOHHOI ITOYTHI

):[JIFI TOTO, YTOOBI )1068BI/ITB AOOIIOJITHUTEeJIbHbIE aZipeCa BHeKTpOHHOfI II0YTHI, BBIIIOJIHUTE

clefyronye qercTBU:

1. Boibepute nmyHkT komaHaHoro MmeHio HMHcrpymenTthl > Ilapamerpsl y4deTHOR

3aIIlCH.



913
502220.29144487-2016-01 34

2. B oxHe mamnok BbIOepUTe HY)XHYIO y4eTHYIO 3alliCh, B IIPAaBOM IaHeIW HaKMUTe

KHOIIKY HOIIOJIHI/ITEJII)HI)IE aJipeca BHEKTPOHHOﬁ IIOYTHI.

3. B OTKPBIBIIEMCY JUadJiore Ha>XMUTe KHOIIKY HOﬁaBI/ITb.

Ha sxpaHe 1mosiBUTCS JUaioroBoe OKHO PeJJaKTHPOBAHHS aJjpeca 3JIeKTPOHHOW IOYTHI,

COCTos11Iee U3 TpexX 3daKJyIa/IOK.

5.8.1 Hacrpoiiku

[Tanens HacTpoliKM COJEpPXUT OCHOBHBle IIapaMeTpbl 3JIEKTPOHHOW  I1OYTHI

(cMm. Pucynok 994).

HoBuli agpec 3NeKTRPOHHOH NOYTLI

HECTRoMTE NapaMeTRbl AAHHOMD ARECA 3NEKTROHHOH NOYThE

HDCTPGH!H KoruK W nankd CocTagneHue M aApecaLl A

MyBanuHbIe AaHHbie
WMun aTnpasuTens:
Sipec aneKTPOHHOA NoUTE
Agpec ana oteeTa: Moumpuatens EyayT oTBEUATE NO 3TOMY agpecy
CrpraHWzalnme:

TexcT NoAnacK: Wcnoneaopate HTML (Hanpumep <b = sdpHeii < /b=)

BCTaEnaTe nognuce w2 daina (rexct, HTML man sapriHiy):

MprEpeEnATE BRINTHYID KAPTOMEY & coDBeHam PeaakTHpoBaTh BN3HTHYIO KAPTOMEY. ..

n PHUBATHBI2 faHHBLIE

Cepeep mexogawed noute (SMTP)

alexandr.smirnov@techwr.myoffice.ru > Mamenuts SMTP-cepeep...

METEE AARCE 30 NoYTeL

Ok OraeHa

Pucynox 994 - Hactpoliku napaMeTpoB 3/1eKTPOHHOW OYTHI
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Ha nanenu HacTpoiiku Bbl MOXeTe pelaKTHPOBaTh CJIeIyIOIIre IOJsl 3JIeKTPOHHOM
ITOYTHI:
1. Wms oTnipaBuTens.
AJipec 371eKTPOHHOM MOYTHI.
Anpec s oTBeta.
Opranuzarysi.
TexkcTt moanucw.
BusuTHas kapTouka.

Cepgep ucxojsieit noursl (SMTP).

® N o Uk W

Mertka azipeca 3j1eKTPOHHOM I10YTHI.
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5.8.2 Konnu 1 manku

[Tanens Komuu ¥ manmk# I1O3BOJISET 3a1daThb IIOBelleHHue, CBA3dHHOE C pa3MelleHueM

COOO0IIeHUH, apXUBOB, YEepPHOBUKOB, 11abJI0OHOB (cm. Pucynok 995).

Hoewlii agpec anekTpoHHON NouTel

HacTpouTh NapaseTpl AaHHOMD aAPREca JNEKTRORHSH NoYTh:

Hactpoikm KonuM 1 nanku CocTaBnEHWE M anpecal i

Mpw oTNPaBAEHWK COOBLIEHWA ABTOMATWUECKH;

& Mosdewars kanke coobueHns o
@ nanky «CTNpagneHHLIE: Ha! 2 alexandr.smirnov@techwr. myoffice.ru v
ApyryHe nanky:
COXPAHATE OTEETE B NanKe opwraiana

OTNRaenATE konwk (Cc) No aapecas:

CNpaenATE CEPRITEE kony (Boc) no agpecan:
Apxuebl COOBLEHWRA
' KpaHwTh apEMBMPOBIHHBIE CO0BLUSHMA B
& nanee «Apedeee va: GF alexandr.smirnovi@techwr.myoffice.ru
Apyrol nanke:

HacTpoiky 2pKMBaLHH. .

YepHoswiw u LWabnoHb

ADAHATE YEPHOBKEN CooBLUeHWA B

® nmanke «MepHOBKKKE HaX G2 alexandr.smirnovi@techwr.myoffice.ru
Jpyroi nanke:

XpaHWTe WabnoHel coofwersHl e

® nanke «WaBroswe va G2 alexandr.smirnovi@techwr. myoffice.ru
Apyroi nanke:

Baﬂpauma-a'rb NOATEESREAEHKE NPH COXDAHEHMM coafLEHHA

0K OTMeHa

Pucynok 995 - Hacrpoiika mapamMeTpoB KOIHM U Aok

Ha nanenu Komyu ¥ manku BbI MOXKeTe 3a/1aBdTh Cjie[lyrolee 1rnoBegenre, CBsi3aHHOe C

COOOIIIePHUIMU:

1. Pasmerrienue coobImeHus B Marke 1Mocje OTIpaBJIeHus.
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3aJiaHue JJOTIOJIHUTEIbHBIX afipecoB JIJIsl KOIHUH.
3ayiaHye JOTIOJTHUTETbHBIX afiPecoB JJIsl CKPBITBIX KOTITHH.
3aJlaHre MeCTa pa3MellleHUs] apXUBUPOBAHHBIX COOOIIEHUH.

3ajlaHue MecTa pa3MelleHus abIOHOB.

SRR R

3aylaHre MeCTa pa3MellleHUs] YepHOBHUKOB.

5.8.3 CocraByenne u aapecamnus

ITanens CocraBiieHue u dajipecaniusa I103BOJIsIeT 3d4dTb HaCTpOfIKH COCTaBJIeHHd U

azipecalvi nrMceM (cm. Pucynok 996).

Hoebiid agpec anekTpoHHOR NouTsl

Hacrpﬂmm NapamMeTpel 4aHHOND agpeca 3INeKTpoH HOW MOUTES

HacTpodikm Kon1d U nanku COCTARNEHME 1 AADECaLMA

CocraBneHwe

| CocTaengTe coobwerwa g dopmare HTML
¥ in‘I OTEETE AETOMATAYECKY UHTHDOBATE TEKCT HOXOAMOND coobLeHa
MpH UMTHPOBAHAK,  NOMECTHTL KYPCOR NEPEL UMTHEYEMbIM TEKCTOM ¥

W CTRENTE NOANKMCE NaCHE WATWEYEMOrS TEKETS (PekomeriyeTca) -
| BENHKYATE NOANWCE & OTEETE

Braruats NoANWCE B NepeCaaeMEes NMCBMa

[ebansHele HACTRORKW COCTABNEHHA cooBlieHmni...

Appecauma
Mpw Nnoafope agpecos:
B Menodw3obare 408 3T0H YHETHOR 3anked rioaisisie HacTpoikk LDAP-cepaepa

Menonszoeare gpyron LDAP-cepeep:

TnoBansHbIE HACTPORKK AAPecaLui. ..

QK OTheHa

Pucynoxk 996 - HacTpoiiku cocTaBiieHus U ajipecariuy mucemM

Ha nanemn CocraBiaeHue u aipecaniigd Bbl MOXKeTe VYIIPpaBJIATh ClIeJyIOInuMHU

rapaMeTpaMu:

1. ®opmar cocraBiieHHs COODIIEHHUS.
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2. BxumouaTh aBTOMaTH4YeCKOe IUTHPOBaHUe U TIOJIIUCH IPY OTBETe.
3. BxiroyaTh DOOIINCEL B OTBETHL.
4. BxutrodaTh OJUCH B TIepechlylaeMbli TTUChMa.

5. Boibop cepsepa LDAP st nog6ope aapecos.

Haxxmure kHOnKy I'100asIbHBIe HACTPOMKH COCTABJIEHHSI COOOIIEHHIH JI/Is ITepexoia

B HaHeab I100albLHOU HAaCTPOUMKU COCTABJICHUS COODIIIeHUMH.

Haxxmute kHomky I'mobasbHBIe HACTPOHKHM afpecamuu Ui Ilepexojila B pasfen

HACTPOMKH aJipecalyiy IaHeaIu rinobaabHOM HaCTpOﬁKH COCTaBJIeHH4d COO6H.[€HHﬁ.

5.9 IlapametpsI cepBepa

JlJisi HAaCTpOMKY MapaMeTpOB CepBepa OTKPOMTe MaHeslb IapaMeTpPOB YYeTHOW 3aluCH

OJIHKM U3 CJIeTyIOIIHNX CII0COOO0B:

— BblbepUTe NYHKT KoMaHjHOro MeHi0 MHcTpymeHThl > IlapameTpsl y4deTHoMH

3aIlUCH,

— B OKHe IIaIIOK BbI6epI/ITe HY’XXHYIO YYeTHYIO 3dIlHChb, HpaBOﬁ KHOIIKOM MBIIIIH

BBEI3OBHTE KOHTEKCTHOe MEHIO, BbI6epI/ITe KOMaHy HapameprI.
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B otkpeiBiietics nanenu IlTapamerps! ydyerHoi 3amucu (cM. Pucynok 997) nepeiinure

K MTyHKTY MeHIO aKKayHTa IIapameTpsl cepBepa.

‘\,J l'llpavau ywnod J— M/Of-ﬁce-l‘-ﬁl

(5] Mail for Alexander Smiri (D napawerper yoemwod san -

MapameTpsl cepsepa

Fapamerpes cepaepa

Coniei H nocis Twn cepeepa: ‘ﬂomoeuﬁ cepaep IMAP

Wmg cepaepa: i TV i S S 1] Mo r 993 -3 Mo ymoauarsio: 993
COCTABACHME M 3APECIUMA G OrpRspa G i RS A o ) | -—"-] Y "
AHTU-CNaM QUALTD Wue nonvsosatens:| alexandr.smirnov@techwr.myoffice.ru |
CAHXDOHM3AUMR ¥ XparHeHue

CXBO3HOE WHPPOSaHME HacTpoiiky 3awmrs!
n i
YBEAOMAEHUA O NPOMTEHUM 3aiuviTa coeaHHeRHS: SSLALS -
~ 2Mail for Elena Smirnova
Mapamerpe: cepsepa Meroa ayreHTudusauma:  OBbitHbIE NAPOAL v

Konwv v nanku
MNapameTpbl cepsepa

MPOBEPATL NOUTY NP 33NYIKe

COCTaBACHKE M JAPECIUNA
AHTH-CNAM GuALTD

o I [N
CUHXDOHM3ALMR W XpaHeHue MposepaTs Hanuuwe HOBLIX COODILeHA xamawe | 10 -5 Myt
CKBOSHOE WwdPOosaHme Pazpeluuts cepeepy Npy NOCTYNAEHMYA HOBLX CODBLEHUIA HEMEATEHHO 0TOGPAXKATL yaesoMAeHHe
i MAEHUA O NPOMTEHWUY
BE40 BOAIC MNpw yAaNeHv A COOHIEHVR:
~ B3 NMoxansmbie nankm

© Mepemectats ero e nanky: B Yaanernoe sa Ma...exander Smimov v

AHTH-CN3M GuALTD 8
() OTMeTVTh ero Kax yaaneHHoe

AUCKOBOE NPOCTPAHCTEO
[ CepBep WOOARLLEH NOHTHI (S () Yaanurs ero cpasy
flononsutensHo...
Xpanunuuie coobuienui
[C] Cxumams npw Brxoge nanky «Bxoasiumes
|| Onycroww s np# ssnioge Nanky «Y5aneHHbEs
LeRCTana AN yUeTHOR 3anucn v
Ten Xpananiua CoCWeHvwA: YWAOE COOE
B Hacrpoicn MyOfficeMai JloxanoHwa xavanor.; ChUsers\Admin\AppData\Roaming\MyOfficeMail\Profiles\ - -»hir [T 0B30p...

M JononHenms ¥ Tems:

= Yasseso 1 cootaiemene s Yeprow

Pucynok 997 - HacTtpolika mapamMeTpoB cepBepa

5.9.1 OcHoBHBIe TapaMeTpHI cepBepa

B JdHHOM pa3sziejie IIaHeJIh Bbl MOXKeTe YCTAHOBUTDb TdKHe IIdPpaMEeTPhI KdaK UMs CepBepa,

IOpT, M4 I10JIb30BATeJIA.

5.9.2 HacTpoiiku 3aluThI

B nanHOM paspesie nmaHesy Bl MOXKeTe YCTaHOBUTD CJIe/IyIOIe HAaCTPOUKY 3alllATHI:

— tun 3anmTel coequHenus (Her, STARTTLS, SSL/TLS);
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— meto] ayreHTUduKanuu (OOBIYHBIN Maposib, 3anMdpoBaHHbIN Maposb, Kerberos /

GSSAPI, NTLM, Ceptudukar TLS, OAuth2).

5.9.3 IIapamMeTpsI cepBepa
B naHHOM paspiene naHeIM Bl MOXKeTe YCTaHOBUTD CJle[yIOl1e [1apaMeTphl:
— [IpOBepKa [IOYThI IIPY 3aIyCKe IIPUI0XKeHus;
— [1epro/Jl IPOBEPKY HOBBIX COOOIeHN! (B MUHYTaXx);
— oToOpakeHre yBeJJOMJIeHHs IIPU [TOCTYIUIEHUH HOBBIX COOOIIeHUH;

— JIeiCTBUe TIPU yIaJleHUuH coobIileHusl (llepeMeCcTUTh B IalfKy, OTMETUTb COOOIeHre

KaK yIaJleHHOe, YIAJIUTh Cpa3y).

5.9.4 JlonosHUTe/IbHBIE HapaMeTpPbl Y4eTHOMH 3alicH

11 HacTpoek [ONOJIHWTEeJIbHBIX I1apaMeTpPOB YYeTHOM 3allMCH HaXXMUTe KHOIIKY

HOHOJIHI/ITEJIBHO . Ha SKpdHe BO3HHMKHET I1aHeJIb JOIIOJIHUTEeJIbHBIX HACTpOeK

(cm. Pucynok 998).

HonoAHUTEABHEE NARAMET PRI YHETHOMW 3aMMCH k4

JAnA yueTHOIl 3ankcu =MNoyta gna =alexandr.smirnovi@techwr.myoffice.rus=

Karanor IMAP-cepBepa:

MoEa3LIEATE TOMEKD NANEA HA KOTOPRE BBl NOAMHCAHR
CEpEER NOAASEUEHESET NANKH, COLEQHELLME ENOMEHHEIS MankM i
W

COOBLLEHNHA

_ .|
May::-:r.lan EHOE YHCNO E3WMPYEMBI. COEJWHEHHH -

3T HACTROMEN ONPEASNRDT NPOCTRAHITES HMEH HE Ballem IWAP-

capeape

NMugHoE NPOCTRAHETBO WMEH:
QfLes (COEMECTHD HCNONLIYEMOE):
Jpyree nons3oBaTen: "shared,™

PAzpeLUNTE CepESQY NEPEKPLIEATE 3TH NPOCTREHITES UMEH

= o

p:

Pucynok 998 - [lononHuTenbHbIe HACTPOMKY IIapaMeTpOB YYeTHOW 3alliCcy

B Auajiore Bbl MOXeTe HACTPOUTH ciieJyrolire IapaMeTphbl:
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— karasior ajyisi IMAP - cepsepa;

— BO3MOXHOCTD I10Ka3a TOJIbKO MAaIloK, Ha KOTOPbIe Bbl MOJIMHACAHBI;

— BO3MOXHOCTb ITO/IJIEP>KKHU ITAII0K, COAep KallliX BIIOXKeHHBIe MTallKU U COOOIIeHNs;
— MaKCUMaJIbHOe YUCJIO0 KelIUpyeMbIX COeIMHeHNN;

— JIMYHOe IIPOCTPaHCTBO UMeH Ha BaieM IMAP - cepsepe;

— ob111ee (COBMECTHO MCIIOJIb3yeMoe) TPOCTPAHCTBO MMEH;

— IPOCTPAHCTBO UMeEH JIJIsl IPYTUX M0JIb30BaTesiel;

- HaCTpOﬁKa, IIO3BOJIAOIAA ITepeKpPbIBATh CepBEPY OdHHbIE IIPOCTPAHCTBA UMEH.

5.9.5 Hacrpoiiku XpaHWINIIA COO0IIeHUH
B 1aHHOM pa3sfene maHeld Bbl MOXeTe YCTAaHOBUTH CJIeyIOIHMe HaCTPOMKHU
XPaHWIHINA COODITIeHUH:
— CKUMaTh MPU BbIXOJle Nanky Bxopsimme;
— CKUMaThb TPU BbIXOJIe MAIKy Y/IaJIeHHbIe;
— TUI XPpaHUJIMIIA COODIIEeHUH;

— JIOKAJIbHBINM KaTaJIor COOOIIIeHUHN.

5.10HacTpoiika Konui 1 nanoxk

JlJisi HaCTpOMKK MapaMeTpOB KOMHM U TAloOK OTKPOMTe MaHeslb MapaMeTpPoB yYeTHOU

3dllMCU OHUM U3 CJIeJyIOoInuX Croco0OoB:

— BblbepUTe NYHKT KoMaHjHOro MeHi0 MHcTpymeHThl > IlapameTrpsnl y4deTHOM

3aIlUCH,

—B OKHe IalloK BbIOEpUTe HYXXKHYIO Y4YeTHYIO 3alMCh, IIPAaBOM KHOIIKON MBIIIH

BBEI3OBHTE KOHTEKCTHOe MEHIO, BbI6epI/ITe KOMaHy Hapame’rpbl.
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B otkpeiBiietics nanenu IlTapamerps! ydyerHoi 3amucu (cM. Pucynok 999) nepeiinure

K IIYHKTY MeHIO dKKdYyHTa Komuu 5 1 IIAIIKH.

) Mapaerpen yemned zamicn - My Officebsil

(5] Mail for Alexander Smir (D) napaverper ystmno sa %

~ ) Mail for Alexander Smirnov
Konmu v nankw
Mapaverpe: cepsepa
Konuw v nanky Mpu oTNpaBneHuk COOBLUEHHI aBTOMATHYECKM:
Cocrasneue  aapecaums MOMEUIATE KONKKD COOBILEHHUA 8:
AHTH-CNAM dunabT
4 O nanxy «OmnpaenesHmes Ha: B2 Mail for Alexander Smimov v
CHHXDOHM3ALMR W XParHeHue
CKBOSHOE WHDPOSAHWE (0 Apyiyro nanxy: <1 Otnpassennsie Ha Mall for Alexander Smimay v
Y8EA0MASHUA O NDONTEHUN [] Coxpanare orsems 8 nanke opuranans
~ D Mail for Elena Smirnova )
|} Ornpaeasats konuw (Cc) no agpecam:
Mapaverpe: cepsepa
KON v nanky || Otnpasnate cxpriTeie xonuw (Bee) no agpecam:

COCTABNEHME ¥ BADECAUMA OCrageTe noe aApaca NycTeiM, YT00a: BCEIAS OTOOPAXATE CTPOKY ES0A3 JAPECOE NPW COZASHMM HOBOIO COODLUEHHR

AHTU-CNaM GAbTD ApxuBbl coobuieHuit

CHHXPDOHM3AUMR U XpareHue XPaHUTL 3PXAEMPOERHHEIE COOBWEHNA 8!

CKBO3HOE WrdpOosaHve x
© nanxe «Apxwgsi» ma: G2 Mail for Alexander Smimov v
Y8EA0MAEHUA O NPOHTEHUA
v B3 /loxansubie nankv () Apyroa nanke: [ Buibpara nanky
AHTH-CNAM GUALTD HagTpoKit apXveaLuy...
AucxoBoe NPOCTPAHCTED

[£)CepBep HeXoAAWeR nouTi (S...  1EPHOBUKY 1 LLabnoHb!
XpaMnTs UePHOBMKK CoObLeHnid B

© nanxe «Yepuoenkis va: G2 Mail for Alexander Smimov v
() Apyro# nanke: [E) Hepitoawxit Ha Mail for Alexander Smimo v

Xparats wabnonw coobuernnit &

NeRCTINA ANA YUETHOR SanHch © nanke ollaGnoses Ha: G Mail for Alexander Smirnov -

() Apyro# nanke: [ Bubpars nansy

Hacrpodxe MyOfficeMai
»* Pt . [7] Zanpawvsars NOATBEPXAEHUE NPV COXPAHEHNK COOBUEHNA

M JononHEHMA 1 Tems

a Yasseso 1 coobuueens ms Yepuoswrn

Pucynoxk 999 - IlapameTtps! yueTHOM 3amvcu

Ha nanenu Konmu 1 manmk# Bbl MOXKeTe 3ajlaBaTh Clie/iyloliiee MoBeJleHre, CBSI3aHHOe C

COOOIIeHUSIMU:
1. Pa3melrienuie cooOImieHus B Marike 1Ocjie OTIPaBJIeHMs.
2. 3aiaHue JIOMOJIHUTEIbHBIX aJIPeCOB JIJIsl KOTIUM.
3. 3amaHue JOTOTHUTEIbHBIX aJ[peCOB IS CKPBITHIX KOITHH.

4. 3apaHvie MecTa pa3MellleHUs] apXUBUPOBAHHBIX COOOIIEHUH.
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5. 3aJlaHue MecTa pa3MellleHUs 111a0JI0HOB.

6. 3amaHue MecTa pa3MellneHus] YepHOBUKOB.

5.11CocraBiienue u agpecanusi
JlJisi HacTPOMKMU I1apaMeTpOB COCTaBJIeHWS U aJjpecalldd IHCeM OTKpPOMTe IaHelb

IIapaMeTpPOB YYETHOM 3alMCH OfIHUM U3 CJIETYIOIIUX CIIOCOOOB:

— BblbepuTe NYHKT KoMaHjHOro MeHi0 MHcTpymMeHThl > IlapameTpsl y4eTHoMH

3alliCH;
—B OKHe IIallOK BbIOepUTe HYXXHYIO Y4YeTHYIO 3allMCh, I1PAaBOM KHOIIKOM MBIIIN

BBI30BUTE KOHTEKCTHOe MeH!o, BblOepuTe koMaHly IlapamMeTpsl.

B otkpeiBiieiics nanenu IlapameTpsl y4deTHOH 3allMCH IIepelIUTe K IIyHKTY MEHIO

aKKayHTa Cocragiienue " azpecanus (cMm. Pucynok 1000).

d Meparietped o sansci - Wy Officelsl

[ Maail for Alesander Smin (D) napamenon yuemoa zan

-~

~ EMail for Alexander Smirnoy
COCTaENEHME W aARecalma
Mapanerpel cepeepa
KOnui ¥ Nanks CocTagneHme

COCTARNSHME M 3Apecalla COCTAENATE COOBUEHHA 8 dopaate HTML

AHTH-CNAM HUAETR

Mpw gTEETE ADTOMATHUSCKNA WATHRDOBATE TEKCT WCKOAMOrD CO0GILEHIA
CHHEPOHASAUMA ¥ XPAHEHE

CKEOZHOE WHHPOEEHKE Mpw UATMPOBAHAM, NOMECTMTE KYPCOP NEPES LMTHAYSMER TEKCTOM
YW&QHHEH“‘! Q@ MpaUTEHMI ¥ CTEEWTE NOANKHCe NOCAe UWTHWRYaMOro TeKCTa I.’pemuﬂmm] b
~ @ Mail for Elena Smirnova
u BK.'HQ'-IiTh Moanyce B OTEETH
NapameTpsl cepeepa

: Bxmouate MoanwLE B NEQECHAAEMBIE MACLME
KonuK ¥ Nanks

CocTaBnenie 1 aapecaln MNOBAALHES HACTPOMAKA COCTARNEHKA COOBILEHIA,...
AHTH-CNAM HUABTR
CHHEPOHUSAUMA W XDAHEHWE Agpecauma
CKEOZHOS WHDPOBIHKE Mpw noghope agpecos:
YESIOMNEHMA 0 NEOUTEHMM D Wcnopeacsats gaa 310/ yeiTHOR 3ankcn raoSansHuie macipoiicn LDAP-cepeepa
~ E1.NokankHele nankd " () Mononkzoaats gpyrol LDAP-capaap:
JeAcTEMR anR yuemHol 3anmwoe v Her v l3mernTE capaep kETANOroE

# H esn MyOFcaMail FAoBansHEE HACTRORKA 3APECALMH. .
acTpaiiKg ail

*l HonoArerHa W TeMbl

B Manno Looolugime 3 Hepnosnm

Pucynok 1000 - HacTpoiiku cocraBieHus U afpecanuu
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5.11.1 Hacrpoiika cocraBieHust
BribepuTe HaCTPOMKU COCTaBJIeHUS COODIIEHUH:
1. dopmar.

2. IloBenenuve pu MUTUPOBAHUH.

3. Hacrporika nogmnucu.

Haxxmure kHOnKy I'100asIbHBIe HACTPOMKH COCTaBJIEHHSI COOOIIEHHUH JI/Is ITepexoyia

K IIaHeJIX T100aJIbHBIX HACTPOEK COCTABJIEHHS COOOIIIeHMS.

5.11.2 Hacrtpoiika agpecamun

Bribepute LDAP-cepBep, ucrnomnb3yembiii pu 1moji6ope ajipecos.

Haxxmurte kHomky I'JioGanbHBIE HACTPOMKH ajpecamuu Jjis Tepexofia K pasfeny

HACTPOMKH aJipecalliy IaHeIH INI00aIbHBIX HACTPOeK COCTaBJIeHUsd COOOIIeHMUS.

5.12AnTH-CciaM puIbTP

Jl1s1 HaCTpPOMKM aHTU-ClaM GUIIbTPa OTKPOMTe IlaHeslb ITapaMeTpOB Y4YeTHOM 3allvCy

OJIHKM U3 CJIeTyIOIINX CII0COOO0B:

— BbIOeprTe MyHKT KoMaHjHOro MeHi0 WMHcrpymenthl > Ilapamerpsnl ydeTHOH

3aIIMCH,

— B OKHe IIaIIOK BbI6epI/ITe HY)XXHYIO YYeTHYIO 3dllUChb, HpaBOfI KHOIIKOM MBIIIH

BBEI3OBHTE KOHTEKCTHOe MEHIO, BbI6epI/ITe KOMaHy HapameprI.
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B orkpsiBieiics naHenyd IlapameTrphl y4yeTHOH 3allMCH IlepeiiiuTe K ITYHKTY MEeHIO

aKKayHTa AnTH-cnam bunsTp (cM. PucyHok 1001).

14 Napansetped yutmod 3anmcu - MyOfficeMad

[ Mail for Alexander Smir m TaPSMETOUI PUETHOR 237
v B Mail for Alexander Smirnov
AKTM-CNam duabTR
Napamerpe cepeepa
Konuw 1 nanku Buipenenue
CocTaBaenme v agpecauma BKAOUMTL GHTU-CNRAM QAALTPSI ANA 3TOM YYETHOR 2aNKCH

AHTH-CNaM QrALTD

ECAK BRAIOUCHO, TO CHANANA BAM HyXHO nayunTe MyOfficeMail onpeaensts cnam. Aag 310r0 otvmeuadre

CHHXPOHU3AUMA W XPaHeHNE
COOSILEHA KaK CMaM MAK HE CMaM, MCROAL3YA KHONKY «Cnams Ha MaHenn MHCTRYMENTOB. Bam HyXHO ABHO

Cre03Hoe WHPPOBaHUE OTMEUaTh KaK CNamepcxe, Tak v 0BsiuHsie coobwenua. Mocre 3toro MyOfficeMail caoxer aeToMaTiuecku
YBEAOMAGHAR O NPOUTEsMM NOMEYATE CRAMENCKHE CODBIIEHUA.

v ) Mail for Elena Smirnova
Napametps cepeepa

He nomeuars 3aETOMaTHUEeCKy COOBLLEHMA KaK CNaM, ecnu 0TNpasvTeNb HAXOAMTCR B AAPECHEIX KHMrax:

JlAUHaR 3APECHAn KHUra
Konuw 1 nanku

CocraBneHme ¥ aapecauva | CoBpaHrsie agpeca
AHTH-CNaM QuALTP
CHHXPOHU3AUMA U XPaHeHNEe

CKBOZHOS WHDPOBaHKE

YBeAOMACHAR © NPOUTEHUK
v (1 /lokanbHbie nanku
AHTH-CNAM rAsTP || Mignonb308ate NOAA B 33roN0BKaX NUCEM YCTAHOBAEHHBIE:.  Spamiccassn v
JIACKOBOE NPOCTRAHCTED _ X X
Ecnu graaveno, MyOfficeMail Byae7 aBTOMATAHECKM CUITETH CNAMOM CODBULRHAR, NOMSURHHLIS ITUM BHOUHUM
) Ceprep nexopauien nours: (S... Ao oA
Manka HazHaYeHNA U YCNOBUA XPaHeHUA
MNepepelas HoBuE CCOBWEHNA, ONPEAEMHHLIE KaK CNam, &
NefcTENR ANR yuETHOA 3anucy v £ )
SRR © Napxy «Cnam» 8 2 Mail for Alexander Smimoy v
R Loyryio nanky. ) Caast w2 Mail for Alexander Smimo v
It Hacrpoiikn MyO#ficeMail
A 1ATHNEOKK ATh ( a epe O e

M Aonoarerns u Teml

TNoBansHEe HACTPORKM BHTH-CNAMa...

ﬂ YEANEN0 1 coOSUHME K3 HEpHoTHIs

Pucynoxk 1001 - Hactpoiiku aHTH-criaM puiibTpa

5.12.1 Hacrpoiika anTH-Ccl1aM GUIBTPOB

1. BxuttourTe aHTU-cIIaM GUIIBTP C IOMOIIIBIO IlepekiitouaTesiss BKIIOUUTh aHTH-CIIaM

GunbTPHI A1 3TOM Yy4eTHOM 3aNMCH.

2. 3amaiiTe anpecHble KHWTH, aJipecaTbl KOTOPBIX COJIePXKaTcs B THChbMaX. Takue

nycbMa He OyIyT IIOMeYeHbl KaK CIaM.

3. HCHOHBBYIZTE I10JId B 3aI'OJIOBKAX ITHMCeM [JId OIIpelieJIeHrs CllaMd.
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5.12.2 Hacrpoiika manku Ha3HAYeHUs U YCJIOBHI XpaHEeHUs ITHCEM
1. Omnpenenurte mpaBWia iepeMeIlieHUsI HOBBIX COOOIIEeHUH, OIpe/le/IeHHbIX KaK CITaM.
2. Omnpenenvrte epyuoji aBBTOMaTUYECKOTO YJlaJIeHUs CllaMa U3 TIaTloK.

3. Haxxmute kHomKy I'1obaibHBIe HACTPOMKH aHTH-CIIaMa JIJis [lepexojia B IaHeslb

HACTPOMKHW NPUBATHOCTHU M 3AILWTHI.

5.13CunxpoHu3aIusa U XpaHeHHe MHCeM

,HJ'[H HaCTpOﬁKH CUHXPOHHM3dlIUM KW XPpPdHEHU IIHCEM OTKpOﬁTe ITaHeJIb IIapaMeTpPOB

Y4YeTHOH 3allMCH OJJHUM U3 CJIeYIOLIUX CII0COOO0B:

— BblbepUTe NYHKT KoMaHjHoro MeHi0 MHcTpymeHThl > IlapameTpsl y4deTHoMH

3aIlUCH,

—B OKHe IIalloOK BbIOepUTe HYXXKHYIO y4YeTHYIO 3alliCh, IIPaBOW KHOIIKOW MBIIIN

BBI3OBHTE KOHTEKCTHOE MEHIO, BbI6epI/ITe KOMaHY HapameprI.
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B orkpeiBiieiics naHenyd IlapameTrpsl ydeTHOH 3alMCH IlepeliiuTe K ITyHKTY MeHIO

CunxpoHuszanus

dKKdYHTa

H XpaHeHHe (cm. PucyHok 1002).

—d Maparietped y=meod sansice - MyOfficebai

[ maail for Alexander Smir

-~

~ E Mail for Alexander Smirnov
NapameTpsl CEpEepa
EonidiE 14 nansM
COCTABASHME W AAPECALMA
AHTH-CNaM @H.I'Iu'l’p

SALMA W EPAHEHME

CHBOGHOS IWHDPOBAHKWE
YEEAOMAEHWA O NPOUTEHRK
* EMail for Elena Smimaova
NapameTpn CEpBEpa
Kofuw 1 nansm
COCTABASHME W AAPEcalWr
AHTH-CNAM BrARTP
CHHAPOHUIAUMA W KPAHEHWE
CrposHOE WhhpoBaHue:
¥BEAOMNEHHR O NPOUTEHAK

~ B NokansHuie nankm

JefcTEMA AR yueTHOA 3anmce ~

B Hactpadicu MyOfficedail

W [ononseHEs W TEME

@ ¥raneno 1 coolwenne H1 HEpHosua

(DI napamernm puemno 520 =

Cu HEPOHKWIaUWA M XpaHeH e

CHHXPOHWBELMA COoBLEHWEA
XpamnTh COODWENAA W3 BCEX NANGK ANA 3TOA WETHORA JANMCK HA TOM KOMIThETEDE
Mpsmauanie: 310 MIMEHEHWE JATRPOHET 802 Nank B 3Tof yueTHoM 3anuon, YTofu 382aTL OTSEALMEE MaNK,

WEMOALSYATE KONy «dononHATENEH. .

JononHnTEnHD,.

ARCROBOC NPOCTPANCTBG
Urnéie CIKOHOMUTE QWCKOE0E NPOCTRAHCTAD, 3ArDYIKa cooblueHWl € CepEena W XpaHeH e NOKRNLHEL KOTHA
MOMET BalTe OFPEHAUSHE N0 WY BOZPECTY WK DasMepy.

0 CeHypORMIMPORAT: BOE COOBLLSHMA NOKANEH0 HESZBMCKMD 0T BOSPACTA

() CAHYPOHMEMPOEATE COORUSHAS 33 NOCASIHME = h

[] He zarpypats coofuenma pasmepon Gonee KB

J1nA BRICEOBOMASHAA MECTA HA JMOKE CTAPEIE COOBUEHHA MOTYT ShITE NOAHCCTER YARNEHE (KEK NOKENEHAIE
WOMAK, TEK W ORUiWH3 0l H3 YAAAEHHOM CEpBERE),
D He yaanaTe coobugmma
() ¥AARETH BCE, KPOME NOCABAHME 7 T eooBuEHIRE
AHSA

() ¥aaarte conSweHuws CTapwe

Brarda ¥pasmTe Co0ALEHHA, CTMEYSHHES IBE3L0UKDA

Pucynox 1002

- HaCTpOfIKa CUHXPOHU3dIIUU U XpPdHEHUS I[TMCeM

5.13.1 Hacrpoiika CHHXpPOHHU3AI[UH COOOIeHUIT

BbI6epI/ITe Xpa}m'rb COOGIIIEHI/IH M3 BCeX IAIOK /JIsl 3TOM y‘IETHOﬁ 34IIUCH HaA 3TOM

KOMIIBKOTEpe eClikd XOTuTe yTOOBI BCe COO6IH€HI/I$I XpaHWIHNChL Ha BallleM KOMIIbIOTepe.

Haxkxmure kHOIKY JlonOTHHTENILHO 1 BbIOepUTe JIOKaJIbHbIe MAIKU JJIs1 XpPaHeHHsl COOOIIIeHNH.

5.13.2 Hacrpoiika quCcK0BOro NpOCTPAHCTBA IS XpPaHeHHUsI COO0IIeHHiT

1. BoibepuTe HACTPOWKM CUHXPOHM3AIMA COOOINEHUN JJisi 3KOHOMHH JUCKOBOTO

IIPOCTPAHCTBA.

2. BoibepuTe HACTpOMKU yajieHHs YCTapeBIIMX COOOIIEHUN [Jig ONTUMH3AIUU

JUCKOBOI'O IMPOCTPAHCTBA.
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5.14CxkBo3Hoe mm¢poBaHue

HJ’[S[ HaCTpOﬁKH CKBO3HOI'O HII/ICl)pOBaHI/IH Im1cemMm OTKpOﬁTe IIaHeJIb I1apaMeTpOB YHETHOfI

3aMMCH OJTHUM U3 CJIeYIOIIUX CIIOCOOO0B:

— BblOeprTe NYHKT KoMaHjiHOro MeHI0 HMHcrpymenTtsl > Ilapamerpsl ydeTHoOH

3aITUCH;
— B OKHe IIallOK BbI6epI/ITe HY>XHYIO YY€THYIO 3dlliCh, B OTKprBMEﬁCﬂ CIIPaBa IIdHeJIn

| WubpoeaHde
Ha’XMUTE KHOIIKY e ’

—B OKHe IIalloOK BbIOepuTe HYXXHYIO Y4YeTHYIO 3alliCb, [paBOM KHOIKOW MBIIIN

BBI30BUTE KOHTEKCTHOE MeHI0, BbibeprTe KoMaHly Ilapamerpsr.
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B orkpsiBieiics naHenyd IlapameTrphl y4yeTHOH 3allMCH IlepeiiiuTe K ITYHKTY MEeHIO

aKKayHTa CxBo3HOe

mmdpoBaHue (cM. PucyHok 1003).

4 Naparsepet yutmeodt 3anmcw - MyOfficeMad

(D napamerow yuemod 221 x

v EMail for Alexander Smirnov
MNapamerpsi cepeepa
Konue 1 nanxu
Cocrapnenue » aapecaumn
AHTH-CNaM GuALTD

CHHXPOHUSAUMA ¥ XPAHEHME

YESAOMNEHUA O NPOUTEHMM
v~ EMail for Elena Smirnova
MNapamerpsi CEpBEpa
Konuu 1 nanku
COCTaBrenme v aapecauvs
AHTA-CNam drasTp
CUHXPOHUSBUMA W XDAHEHNE
CKBOSHOE WHdpPOBaHKE
YBEAOMNEHAR O NPONTEHNK
~ B /lokanbMbic nanku
AHTA-CNam drabTp
AncxoBoe NPOCTPAnCTEo
) Cepuep nexopauieH nouthl (S...

LeACTENR ANR YUETHOR 3ammcy v

If  Hacrpodinn MyOficeMail

N Lononrerus 1 Tems!

Ckeo3Hoe wrdposaHme

Urobe 0TNPasnsATs 33WHPPOBaHHLIE COOBIIEHMA MAK COOBLY € UKOPOEOA NOANACHIO, BaM HECHX0AVMO
HACTPOKUTL TEXHOAOTAKD WHOPOBaHKA, Hanpyamep, OpenPGP nan S/MIME.

BoiGeprTe COOA Nrurbl@ KNKOA, VTGB! BXASOUATL MCNONLS0BAHVE OPenPGR, nan CBOR MUHEA CepTaduKar,
UT06nl paspewnty Cnanbsosane SIMIME, [lng Aaroro Xamous uam Ceprudnkara y 62 aonxeH Sute
COOTBLTCTBYIOWAA CEXPETHRIA KX,

OpenPGP

, 8 Thunderbird Het avusoro knsoua OpenfGP ana

alexandr.smirnov@techwr.myoffice.ru A Bogasuts ko..

Vicnonezyiite Mereawep knoueld OpenPGP, utobsl nPOCMATPYEaTh U YNPEBAATE OTKPAITEIMKM KAKUAMY BALWMUK
KOPPECNOHAEHTOR W BCEMA ARYTAMY KNHOUAMA, HE NEPEUNCIEHHEIM BEILE.

Menezxep knoued OpenPGP

S/MIME
NiuHpd cepTwOMKaT AN UAOPOBOR Nnoanucw:

! el o

Slvumpd cepTaduKaT AnR WrdPOBaHVR

| Budpars.., Qupcvms

YnpasneHvie ceptudwnkatamu S/MIME Yarpodcrag sawutel S/MIME

HacTpoitKK NO YMOAYAHMIO ANA OTNPABKK COOBLUEHHH
Be3 (KBOIHOTO WAGPOIINAR COICPKAMOL COOBWEMMA NETKO MOXET BbiTy NPOUTEHO BALUKMM NPOBAAIeDOM
INEKTPOHHOM NOUTH! MAK CCTEMOW NPOCAYWHBIHUA,

Q Hea sxnrouarts LWKOPOIaHAE MO YMOAYSHWID
) TpebosaTh WHOPOSAHME NO YMONUAHAD

Eceut nam TpefyeTcn WHSEODINME, TO AR DTNPABKHK Ca0BLIeHMH i BaC Roawen GuTh OTKPLITWE K04 WK

CERTAOAKAT KIXAOTO NOAYUATeNR,

UMPPOBAR NOANKCH NOSBOARET NONYHATENAM YAOCTOSEPRATHCR, HTO COOBLIEHAME BHIN0 OTNPEBNEHO MMEHHO
BAMY, U UTO €ro COACDKVMMOEL HE BLIND MIMENEHO,

[T} NoBasarts UMGPOBYI0 NOZNMCH MO YMOAUIMHUIO

AONOAHUTENbHDIE NAPAMETPLI
MpvKpenagTe MO OTKDHITHA KMOU NPy ZoSatienn uvODoBoA noanvci OpenPGP

Wrdposatn Tery coobiuenva OpenPGP

XpaHnTs WePHOBMKK COOBUIEHMA B 3aWVODOSaHHOM GOpMaTe

TpeaNOwATAEMaER TEXHONCTUA WHOPOBAHKA!
o ABTOERIBON HA OCHORE AOCTYNIHEIX KAKIUER WAK ¢ EPTADUKATOR
Mpearouutats OpenPGP

MNpeanouutams S/MIME
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Pucynok 1003 - ITanenb HaCTPOMKY CKBO3HOT'O MIK(POBAHUS

5.14.1 OpenPGP
Cozpnarite HOBBIN MuUHBIA K04 OpenPGP ajis akkayHTa Wiy 3arpysure rotoBbiid. [liis

3TOTO HAXMHTe KHOIKY & [lobaeuTb KitOU...

(cM. Pucynok 1004).

, Ha 3KpaHe OTKPOEeTCA OKaJIoroBoe OKHO

JobaeuTe nepcoHansHbli Koy OpenPGP

@ Ecnn Y Bac eCTbh NMYHBIFA KoY ANA 3TONC anpecs 3'J1EKTFH3HHOI§ NOYTEl, Bbl A0NHHEl 2N MMNOODTHOEETE. B
NPOTUEHOM Chydae y Bac He EYJEI.E‘T ACCTYNE K BalWWM apxuvEam BEIJ.IHqJFIDEaHHbIX NUCEM W Bl HE CMOHETE HUTATE
BXOAALME 2aWMPPOBAHHEIE MNHCEMA OT nofei, KOTOPEE BCE BLUE MCNONLIYHT BAL CYLECTEYIOWIAN KK,

MaapobHes

® Coznare HoBelR k1Ko OpenPGFP

HMmnopTHpoBaTe cylecTEyOWMA kKiiod OpenPGP

Mpogonsnte OtmeHa

Pucynok 1004 - Coznanue kitoua OpenPGP
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Bribepute Co3gare HOBBIH k11094 OpenPGP, Ha skpaHe nosiBUTCS 1MaoroBoe OKHO

CO3[IaHUS KJIF0Ya (cm. Pucynok

1005).

JobaewTe nepcoHaneHblid kKntou OpenPGP gna alexandrsmirnov@mrt.myoffice.ru

Coszaats knoy OpenPGP

Nuunocre  “alexandr.smimov@techwr. myoffice.ru” <alexandr.smimov@techwr.myoffice.ru=

Cpok AeRCTBMA KAkoua

OnpegznuTe CRPoK ASACTEMA BAWEro HOBOMD CreHeppoBaHHOro kKoua, MNozxe sbl MOXETE YNRABNATE AATOH, uTofbl

NpPoANUTE 28 NPY HeoDXOAMMOCTIA,
" -~
. Cpok JefcTEWA KNKOUa MCTEKAET Uepes 3

Knrou He wcrekaer
.ELDI'IGJ'IHWTEJ'IIJHHE napameTpkl

Y¥npapneHue JON0NHKTEAEHBIMK NAPaMETRaMKM Balwere kava OpenPaP.

Tun knroua: RSA w

Pasmep wnroua: 3072 w

Co3aate KAHOY OThmeHa

Pucynoxk 1005 - Hacrpoiika napamerpos kiatoda OpenPGP

Bribepute cpok nieficTBuUs KiIto4a, TUI U pa3Mep. Haxxmure OK.

BepHyToca

Eciyv BBl pemdaM MMIOPTUPOBaTh TOTOBBIM KIlO4Y, BblOepuTe VIMmopTHpoBaTh

cymecrByromuii kia04d4 OpenPGP, Ha 5kpaHe MOSBUTCS AMANOroBoe OKHO (CM. PUCyHOK

1006).

JobaBnTe NnepcoHansHeli KAy OpenPGP ana alexandr.smirnov@mrt.myoffice.ru

MMAOpTMPROBATE CYLLECTBYHOLLMIA AMYHbIA knkod OpenPGP

BeibeprTe paHee coxpaHEHHyI0 Konuio gaina.

Bl MOMETE MMNOPTUROBATE MMUHBIE KAKYW, CO3A3HHBIE € NOMOLWER APYToro nporpaMmiore obecnevenus OpenPGP.

Apyroe nporpammice obecneyedne MOoXeT ONUCHIBATE AMYHBIA KAKY © NOMOLWLLI aNbTERHATMBHbBIX TEPMUHOB, HANDHMER, BaLL

COBCTBeHHLIR KAH0Y, CEEPETHBIR KI0Y, 3AKPLITHINA KAKY WAKW Napa Kakyei.

Bribop darna 4na MMNopTa...

OTmeHa

Pucynok 1006 - ITanens no6asnenus kitoua OpenPGP

BepHyTeCA
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Haxxmute Bpioop daiina st mMmopTa, BbIOepUTe COXpaHEHHBIM KIIIOY C JIUCKa,

"Haxmure OK.

5.14.2 S/MIME

Hacrporite ceptudukaTh:

1. Bribepute muuHbIM cepTUPUKAT AJIsI TUPPOBOM MOIITHUCH.

2. Bribepute nmuuHbIN cepTUGUKAT AJIs1 HIMPPOBAHUS.

Haxwmure kHonky Ympasinenue ceprudpukaramu S/MIME 1 OoTKpbITUS [Wanora
ynpasiieHusi ceprtudrkaramu. Haxmure kHomky YcrpoiicrBa 3ammrbl S/MIME s

OTKPBITUA O14JIOrd YIIPABJIEHUS YCTpOfICTBaMH.

5.14.3 HacTpoiiku 1o yMOJI4aHHIO ISl OTIIPAaBKH COOOIIeHUH

3aiaiiTe HACTPOUKM MMGPOBAHUS AJIsI COOOIEHUI:

1. Tpe6osath mmdbpoBaHue nepef] OTIPABKOM MMCbMa / He BKJIIOYATh K POBaHUe.

2. J1o6aBndTh 11MdpPOBYIO MOANUCH B COOOIIIEHHSI.

5.14.4 [lonmonHuTenbHLIE HapaMeTPhI
3azanTe JONOIHUTEIbHbIe HACTPOMKY MIMPPOBAHUS COODOIIEHUH:
1. BO3MOXXHOCTB NIPUKPEIUISTh OTKPBITHIA K04 IpY J00aBIeHuH U$POBOM MOAINCH
OpenPGP.
2. BosmoxxHocTh mmbpoBanus TeMbl coobinieHuit OpenPGP.
3. B03MOXXHOCTb XpaHeHHsl Y4epHOBUKOB COO0DIIeHNH B 3amrdppoBaHHOM dopmare.

4. BpIOOp npeArnoYnTaeMou TeXHOJIOTHH MKU(POBAHUS.

5.15YBenomienus o npouTeHNH

Jl1s HacTpOWKM YBeOMJIEHWM O IIPOYTeHHWH IMCeM OTKpPOMTe IlaHejlb I1apaMeTpOB

Y4eTHOH 3allMCH OJJHUM U3 CJIeYIOLIUX CII0COOO0B:

— BbIOeprTe NYHKT KOoMaHjaHOro MeHI0 HMucrpymenTtnsl > Ilapamerpbl ydeTHOM

3aIlUCH,

—B OKHe IIalloK BbIOepuTe HYXXHYIO Y4YeTHYIO 3alliCh, IIPaBOW KHOIKOW MBIIIN

BBI3OBUTE KOHTEKCTHOE MeHI0, BbibepuTe koMaHly IlapameTpsr.
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B orkpeiBieiics naHeny IlapameTrphl y4yeTHOM 3allMcH IlepeiiiuTe K ITYHKTY MEeHIO

aKKayHTa YBenomienus 0 NpOYTeHHHU (cM. PucyHok 1007).

4 Maparietpe ymuod sanices - MyCdficeMad

[ waail for Alexander Smirn

mnapamerpu WUBTHORA 33 X

 EMail for Alexander Smirnow

MapaMeTpnl cepeepa

Yaegomnenma o n POMTEHHK

KoM 1 Nanks ) Mcnafes0sats roGanomble nACTpORKM YEEAOMAEHWMA O APCATEHA

COCTABASHHME ¥ AAPECALMA [ NOBANLHBIE HACTRORKM. .

HTW-CI m I
R @Hanpnm= MCMONB30BAHWE VEEIOMASHAR O NPOUTEHWMN
CHHEPOHESAUMA W XDAHEHKME o
|| Boerga 3anpawmpats yOCA0MACHAE O MPOUTEHMA NpW 0TNRI0KE CooBLermi
CEEOSHOS WHPPOBAHWE

.!I'IEII:'J]_E_:IM_H{‘HHH O NPQYTSHAM

Mp= MOUTYUEHEE FOSZ0MACHMHA O MPOUTEHME,

~ EMail for Elena Smimova
Q) OczaeasTe ero o nanke =BxogAuwes

Mapametpol CEpEEpa
(0 NepegewaTs ero & nany «OTNpagssHHaies

Komuu 1 nanm

COCTABASHNE i AAPECALA
S Mps NOMYUEHMA 2ANPOCE HA YESOOMAEHKUE O NPOUTEHAM:

SHDECU LT () Hgkorga He OTNRasnRTs YESACMAEHUE O NPOUTEHMH

CHMEPOHHUIBUMA W KpAHEHWE -
O OTNpREAATE YEEAOMASHNR & NDAUTEHAM LA HEKOTOPL COOBUEHHA

CrposHOe WhhpoBaHKMe

ECAM A HE B cNMCKe «KoMys WM «Konuas:  Cnpawsmean w
¥BEAOMAEHMA O NpOUTEHIM E ROMs MM “ | Cnpaumeans
~ B NekansHue nankm ECAM QINPABHMTENS HE B MOEM J0MEHE; CNpawmeaTs w
AMTH-cnam duasTp
B OCTaNuEHbIE CAyHERs: CnpawsmBats 2

Awckopoe MPoCTRaMcTeN

] Ceppep MexogAwLei nouTs (5...

Pucynoxk 1007 - Hactpoiika yBeqoMiIeHU O IPOYTEeHUH

Jist Toro, 4To6OBI KCII0JIb30BATh IJI00abHBIE HAaCTPOMKU YBeIOMJIeHHs O IPOYTeHUH,
BbIOeprTe Mcmosib30BaTh riiod0aibHbIe HACTPOMKH yBeOMJIeHHH o mpouteHud. HaxxmuTe
KHOTIKY I'1o0asbHbIe HACTPOMKHM [UIsl pelaKTUPOBAaHUS IVI00aIbHBIX HAaCTPOeK yBeloMJIeHUN
o npourteHuu. CoJlep)XMMoe JiMarora HacTpoeK IIOBTOpsieT COJIep>KUMOe TeKyllled IlaHesd, HO

OTHOCHTCS K IJ100a/IbHBIM HACTPOWKAM.

sl ¥cnosib30BaHWs ITIepCOHANIbHBIX HACTPOeK YBeIJOMJIeHWHM [l KOHKPEeTHOTO
akkayHTa BblOepuTe HacTpouTh uHcCHoIb30BaHHe YyBedOMJIeHHII 0 mnpoureHuu. Jlanee

HACTPOUTe CJleflyIolIye IlapaMeTphl:

1. JlelicTBUS IIpU NOTy4YeHUN yBeIOMJIEHHUSI O IIPOYTEeHUH.

2. JlelicTBHS IIpU 3alpoCe Ha yBeIOMJIeHHe O IIPOYTeHHUH.
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5.16 CepBep ucxopsiieii mouThl

HJISI HaCTpOI;'IKI/I IIapaMeTpoOB CepBepda UCXOSIIEeN IMOYThI OTKpOfITe IaHeJIb I[IapaMeTpPOB

Y4eTHOM 3aliCH OJHUM U3 CJIe[IyIOIIUX CII0COOOB:

- BbI6epI/ITe IIYHKT KOMdHJHOI'O MEHIO I/IHCprMEHTLI > HapaMETpLI yquHoﬁ

3aITUCH;
— B OKHe IIaIIOK BLIﬁepI/ITe HY’>KHYIO Y4YE€THYIO 3dIlHCbh, npaBoﬁ KHOIIKOM MBI

BBI3OBHTE KOHTEKCTHOe MeHIO, BLI6epI/ITe KOMaHy HapaMeprI.

B otkpeiBiieiics naneny IlapaMeTpsbl y4eTHOHN 3amMCH IlepeliuTe K ITyHKTYy MEHIO

CepBep ucxonsmeii moursl (SMTP) (cm. Pucynok 1008). Ha skpaHe BO3HUKHET TaHEIb,

CoJiepKalilas CIIMCOK CepBepoB UCXOISINEN MOYTHI. AXTUBHEBIN cepBep BbleJieH, U COAep>XKUT

IIOAIINCH ITo YMOTYaHHAIO.

“d Mapamenpe yatrmof sonme - MyOfficehiail

[T napamenp yusnof 22

~ ENoyTa gan =alexandr.smirng..,

MapameTpe CEpEena

MNapametpel cepeepa MoxoaAWeR noutsl {SMTP)

Mg FACTRCRAKE BRMUMK AIPECOS MNEKTRORHOR NOYTH Bo MOKETE HONOAIOBATE CERBSD M3 STOTD CNWKE,
EnlGQRas aro 8 KadecTse Cepaepa WO IRILSA NouTel [(SMTP), AAM e Bbl MOXETE HONONES0EATE CENSED MO

Konmu 1 nanxu
COCTABASHME W AQPECaUMA
YMOUUAHWEHD M3 3TN CNACKS, EalBRas «WCNoNb30EaTs CRREep N YMONUEHAHY:,
AHTW-CNEM et
CHMNPOHMIALMA ¥ KDaHEHHE alexandr.smirnoviltechwr.myoffice.ru - smip-techwr.myoffice.ru (Mo yMoauaHmee) NoBAENTE...
H|
Crmoamsos Wwdposamae HEMEHHTE.,
YEEAOMABHWA [ NEOUTEHMK
~ D NokanpHEE NANKW
AHTA-CNas dinsTp
AMckoace NpocTpaHcTED

MapameTpsl BEIGEAEHHOND CEpBEpa:

DnMCaHWe: <HE yKazaHo>
A ceppepa smtp-techwrmyofficerny
Mogm 465
$F  Hacpodor MoOdue Noura Ve nonesosatens: alexandr.smimov@techwr.myoffice.ru

JeACTEMR A1 YUETHOW 3aNHoA

Matog ayTenTrbuxawan DésiuHed naposs
JawwTa coeguHenwes; SELTLS

*l TOnNoAHEHKR M Tekiss

Pucynok 1008 - Hactpotika cepBepa UCXOJSIIIEN TOYTHI

Jl1st nobaBiieHrs HOBOTO cepBepa HaXKMUTe KHONKY Jlo0aBUTH, /711 pelakTUPOBaHUS
CBOMCTB CyIIeCTBYIOIEro cepBepa BblIeJIUTe B CIIMCKe HeoOXOJUMYIO 3alUCh U HAaXMUTe
kHorky M3menuTh. Ha 5kpaHe NOSIBUTCS MaHeNb peJaKTUPOBAHUS CBOMCTB cepBepa

(cm. Pucynok 1009), Ha KOTOpPOM MOXHO 3aIlIOJIHATD CIIeAYIOIIHe MOJIs:
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— OTIMICaHUe CepBepa;
— UMsI CepBepa;

— HOMeD I0PTa;

— THII 3al[UThI COeTUHEHUS;
— MeToJl ayTeHTU}UKAIIH;

— WM I10JIb30BaTeJId.

SMTP-cepaep x
Hactpoikn
onucaHue:
ima cepeepa: | smip-techwr.myoffice.ru
OopT: 465 Mo ymonvaHui 465
Jawmra v ayTeHTUOWKALKWA
3alumnTa coedUHEHKA; S5L/TLS .
MeTomd ayTeEHTUEUEAUNN: OB RIYHLI naponk w
VIMA NoNb30BATENA: alexandr.smirnov@techwr.myoffic
0K OTMeHa
V

Pucynoxk 1009 - Hacrpoiika cepBepa UCXOIsIIel IOYThI

HJ’[H yAdJieHusd cepBepd U3 CIIMCKA HAXXMHUTe KHOIIKY YnaJme, YAAJIUTb MO’KHO TOJIBKO

HeaKTUBHBLIN CepBep.

5.17 CunxpoHu3aIusa aKKayHTOB

Jis

¥ 5 CMHXpOHW3aUWA

CHMHXPOHHM3allMK  JIOKAJIbHBIX

Ha OKpaHe OTKpOeTCd [JuaJIoroBOe OKHO,

JAdHHBIX

C CepBepoM HaXMHUTe KHOIIKY

cojiepXailiee CIMCOK pPecypcoB Jyist

CHMHXPOHM3adlINH, TAKHUX KdK COO6H.[€HI/IH, Kaj/leH[ldapH, 3ada4u, aJpeCHbIe KHUTH.
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B neBoit nmaHenmu okHa BbI6epI/ITe H€O6XOHHMBIIZ dKKAYHT, BbIJeJInTe peCypcChbl B CIIMCKe
141 CI/IHXpOHI/ISHPYﬂTe HX C CepBepoM HaXdTHheM KHOIIKA CI/IHXPOHI/IBI/IPOBHTL ceMyac. HpI/I

H€O6XO,I[I/IMOCTI/I BKJIIOYKWTE aBTOMATHUYeCKYIO CHHXPOHHM3AIIHIO, 3d/ldaB IIepruoJl B MUHYTAX.

JlJisi TOTIOJTHUTENIbHBIX HeMCTBUM C aKKayHTOM HaXXMUTe KHONKy J[lelicTBusa aus
aKKayHTa. B OTKpBIBIIEMCsl BCIUIBIBAIOIIEM MEHIO HaXOASTCS CIIeAYIOIHe KOMaH/Ib:

1. lo6aButh HOBBIM akkayHT CalDAV & CardDAYV / Exchange ActiveSync.
CHHXDPOHHM30BaTh BCe pa3pelleHHbIe PeCypCHl.
V¥ panuth coxpaHeHHbIe JIOTHHBI.
[TokazaTb ypHas COOBITHH.
Y pamuts akkayHT "MouOduc".

OTkitrounThb akKayHT "MonOduc".

- B A

CrHxpoHM30BaTh akkayHT "MonOduc".

6 KAJIEHJAPDb
6.1 OTkpeITHE KaJleHaaps

YTOoOBI OTKPBITH KaJieHAaph, BHIMTOIHUTE OJTHO U3 CJIeIIONIUX JIeMCTBUM:

— BbIOepuTe MyHKT KOMaHIHOTO MeHI0 Co0bITHS U 3agaun > Kanennaps;

— Ha [aHeJIM MHCTPYMEHTOB HAXXMHUTe KHOTIKY [ Kanewaape :

— Ha [IaHeJId MHCTPYMEHTOB HaXXMHWTe KHOIIKY BbI30Ba MeHI0 — (MeH10o MouOd¢uc

ITouTa), B nosiBuBIIIEMCsl MeHIO BbibeprTe CodbITHA M 3agauu > Kanengaps;

— HaxkmuTe codetanue kiasui Ctrl+Shift+C Ha kiaBuatype.

Ha skpane otobpasurcs nanesns kanenjaaps (cm. Pucynok 1010).
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MaHenb MHCTPYMEHTOB

MaHenb cobbITUi

i) Kancngape
C0Gicann S Oespciniagn  ESHoe colutie  [DFcainmgms  #Npeasa B ¥sandm = | st nmann A
Hasenasps Calerten na cremae T aeeh W caepsar | O x B BT <@
Hostion 2022 KHAS
Pz maseuaaps L= [TH— = Hpaso - Kaneropu m
& Moz b Amnzavas Cumpace) Nacesr 1 15 woetise 227, 1L 15 b g 20E 1 3200 [
& s s o oo a—— I |
B PshOguc [Eesro Cmapsan] Lisczfon jid c 4oy ETT T AR | lamza
4 Cormgen B Cawrafipe E e 3533 | Duee | Hiwant | Monaganss | My, NparTesmiga (2 fea)
L Lol e R Maiieish Eplae Bacspeiting
) £ i Awrye 1 Cormatgn
Amneenal |
mmnesy @
B [ 1 a 1
Aol
Bl
5 L .‘ 5 5 2 I Thamasins B v et J3n.
mmnme1 | fietes E [ rT— [— po
L
@ o a u s
Ao Ll
Bl 8
B ko 1] H X Covrripn 1 0ren 1
e il
[T
urepens caeenaape s uaes
|2 g (2] sremprorm
[MaHenb KaneHgapsa KaHEH,ﬂ,apb CTpDKa cocToaHua [NaHenb MeponpuATHK

Pucynok 1010 - Oxpan kanenaaps
OJeMeHTHI KajleHAaps:

1. IlaHenb MHCTPYMEHTOB.

[la"enb COOBITHIA.

ITanens xanennapsa. Ha weit HaXOOHWTCs CIIMCOK BCeX KaJIEHI[aPEﬁ C BO3MOXHOCTBIO

3a4aTb UX BUOWMMOCTD.
OcHoBHas ITaHeb KajleHJaps.

CTpoka COCTOSIHMSI, COIEpXXUT KHOIKY OToOpakeHus [laHenw MeponpusTHA

KajieHJap4.

Ila”Henb MEepOIPUATHH.

6.2 Co3maHue HOBOTrO KajleHIapsa

J11s1 co3maHust HOBOTO KajleHAapsl BBIMOTHUTE OJTHO U3 CeIyIONINX AeHCTBUH:

— BbIOepuTe MyHKT koMaHiHOTo MeHI0 Paiin >Co3gats > Kanenpaps;
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— OTKpOWTe MaHeslb MHCTPYMEHTOB KaJleHJjapsl, HAXMUTe Ha Hell KHOIIKY BbI30Ba MEHIO

— (menro MoiitOduc Iloura), B nosiBuBlIeMcsi MeHIO BbiOepure Co3marp >
Kanennaps;
— B JIEBOM YaCTW IMaHeNd KaJleHJlapsi BBI30BUTE KOHTEKCTHOE MEHI0 W BhIOepuTe

komaH1y HoBbIi KaseHAaphb;

— B CBOOOJIHOM 00J1aCTy JIeBOW YaCTH ITaHeJIM KajleHJapsi COBepIlIrTe ABOMHOM IIeT90K

JIeBOM KHOIIKOM MBIIIIY.

Ha JKpPaHe IIOSABHUTCA I10CIIeA0BATeJIbHOCTb M3 HECKOJIbKHUX JIHUdJIOTr'OB (bOpMI/IpOBaHI/IH
KajieHaaps. BbIGepI/ITe MeCTOITOJIOXKeHHEe KdJIeHdaps (Ha JIOKaJIbHOM KOMIIbKOTEPE, B CE‘TI/I)

(cm. PucyHok 1011).

CoigaHwe HOBOro KaneHsaapa 4

Co3aaTh HOBLIA KaneHapb
PacnonoseHne BalWero KaneHaapa

Baw kanengapb MoxeT ObiTe COXPaHEH Ha BalLEM KOMMBIOTERE WAKW Ha
YAANEHHOM CEPEEPE, ANA Toro, YToGkl Bbl MOMAM 00paTMTECA K HEMY W3
Mobore MECTa MAK MCNoABE30EATE 8r0 COBMECTHO C BALUMMK AEY3EAMM
VITM KOJLNEr MM,

#/Ha moém KoMnewoTEpE i

":J B cetm

< Hazap Hdaneg = QOTmeHa

Pucynok 1011 - Beibop MecTa xpaHeHUs KajleHapst
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B cnydae, eciu BhIOpaHO pa3MellleHWe KajleHJapsi B CETH, B CJIEAYIOIIEM IHajiore

BBequTe opMar yIaJleHHOro KajieHJapss U ero ajapec B cetd (cm. Pucynok 1012).

| CozgaHue HOBOTO KaneHaapA H

Co3paTh HOBLIA KaNeHAapb
Pacnono#eHUE BAWWETD KANEHAZDA

Beegure nHdopMaunio, HeobXoaUMYH ANA NoAYHEHWA JOCTYNa K
BalIEMY VAANEHHOMY KaAeHIap0.

Popmar:  (®)iCalendar (ICS)
() CalDAV

Aapec: |

PaBoTars aBTOHOMHO

< Hazapn Hanes = OTreHa

Pucynok 1012 - ®opmar kanenaaps 1 ajipec B CeTu
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B drlegyromeMm guajiore BbIﬁepI/ITe Ha3BdHHE KaJleH[aps, LOBeT CO6I)ITPII>1, BApHUAHT

OlOBelleHWM U BbIOepUTe  afpeCc  3JeKTpPOHHOW  mouthl  (cM. Pucynok  1013).

CozgaHune HOBOMo KaneHsaapa H

Co3paTh HOBLIA KaNeHAapb
Hactpoiikm kaneHgapa

Bel MoMETE 83Tk BaLLEMY KANEHAAPK: MMA U NPUCECWUTE OCobRIM UEET
ona otobpaxerwA cobeTuiA 3TOro KaneHsapa.

HazeaHwne: HoBLIA kan E:H,ﬂ,aphl

Lger: | ]
MNokazblBats ONOBELEHHR,

An. Noura: AnekcaHop CMUpHoE <alexandr.sm -

< Hazapn danee = OTMeHa

Pucynoxk 1013 - Hacrpoiiku kaneHaaps
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[Tocre ycrertHOTO CO3MaHus KaneHapst HaxxmuTe KHONKY 'oToBo (cM. Pucynok 1014).

CoagaHue HOBOMD Kanewaapsa *

Co3gaTbh HOBbIA KaneHaapb
KaneHaape co3gan

Baw kanengape Gein yoNewWwHo co3aaH.

< Hazap loToRo OTmeHa

Pucynok 1014 - Coznanue kaneHmapsi
B cnimcok xanenyapeii 1o6aBUTCSI HOBBIN KaleHaph.
6.3 PemaxkTupoBaHHe CBOICTB KajleHAAps
YToOBI MI3MEHUTh CBOMCTBA KaJIeH/1apsi, BHITOJIHUTE OJTHO M3 CJIAYIONIUX JeMCTBUIMA:

— BbIOeprTe MyHKT koMaHHOoro MeHIo IIpaBka > CBolicTBa KajieHapsi;

— OTKpOMTe MaHesb KaJleHJaps, B CIIMCKe KaJleHJlaped BbIOepuTe KajleHJlaphb, IpaBoOM

KHOIIKOM MBIIIN OTKPOWTe KOHTeKCTHOe MeHIO U BblOepuTe CBOMCTBA;

— Ha TaHeJId MHCTPYMEHTOB HaXXMUTe KHOIIKY BbI30Ba MeHI0 — (MeH1o MoiOd¢uc
Iloura), B mosBuBIIeMcss MeHI0 BbiOepuTe CoObITH M 3amaun > CBoiicTBa

KaJIeHJapsl.
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Ha skpaHe mosiBUTCS TlaHesb, COfiepXKariasi CBOMCTBa KayeHaapsi (cM. Pucynok 1015).

Mzmennts xanenaaps X

BxatounTs 3TOT Kanenzape

Hassamne xanengaps: [MoﬁOzbuc (Tasks Anexcamap Cmupncs)l ]
Ueer: E—

Wms nonssosatena: alexandr.smimov®techwr.myoffice.ru

Appec: https://mail-techwr.myoffice.ru/dav.php/calendars/alexand
O6uoenaTs kanenwaape:  Kaxaeie 30 syt v

Toneke ana yremna
Mokasbiears ONCBEWEHNA

PabBorare 28TOHOMHO
3n. Mowura: Anexcanap Cuuproe <alexandrsmimov@techwr.my... Vv

npeanouwra‘n, OTNPIENATE 2A.NHCBEMa C
NpUrAAWEHNAMA CO CTOPOHE KNNENTA

YeepomneHua

Mokazbiears YEEAOMNEHNA O NPEACTOALMX COBITHAX <+ dcGasute YEEAOMNEHIHE

TnoBanbHbie HACTPONKM YBEAOMACHNI. ..

e

Pucynok 1015 - CotricTBa KaneHaps
[Tpu HeobxoIMMOCTH OOHOBUTE CBOMCTBA KajlleHAaps:

1. HasBanue kaseHgaps.

LIBeT coOBITHIA.

Hms4 nionib3oBaTess.

Anpec xaneHpaaps.

[Teprios1 06HOBIIEHUS KalleH1apsi.

Bo3MOoXXHOCTH pelakTUPOBaHUS COOBITUM (TOBKO JIJIsl YTEHUS).
ITokas omoBeleHH.

Hacrpoiika aBTOHOMHOM pabOTHI.

e L - o B B

AJipec 271eKTPOHHOM IIOYTHI.
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JlJis HaCTPOMKM yBeIOMJIEHU O MPeJICTOSIINX COOBITHSAX HaXKMUTe KHOIKY [lobaBHTH

yBenmomiieHHe. B crmcok no6aButcs HoBas crpoka (cMm. Pucynok 1016). Hacrpoiite Bpems

oToOpa’keHHSs YBeIOMJIEHHSI, a TaKXKe KaTerOpPHI0 UCXOIs U3 CJIeyIOITUX BADUAHTOB:

— repeJ] Ha4aJioM COOBITHS;
— [IoCJIe Havasia COObITHS;
— 1epeJ] OKOHYaHUeM COOBITHUS;

— II0CJIe OKOHYaHUS COOBITHSL.

Yee AOMIEH A

MokazeiBaTe YESAOMASHWA O NPELCTOALMY CODBITUAX + [obapnte yeeaomnssHne
Ea
20 MWHYT b napes Hadanom cobemia b4 1]
Ea
10 — RAMHYT b Nepes oKoHYaH e cobbiTua A4 1]

}'anﬂ:_lf\lm.l'l(\ll.dﬁ PO HO HACTROWTE 008 Kasdoro KaneHgapa B okHe CEORCTE KaneHgapa.

Pucynok 1016 - Hactpoiika yBeiomiieHui

Haxmure KHOIIKY I'rob6anbHBIe HaCTPOﬁKH )’BEI[OMJIEHI/Iﬁ IJid  Ilepexo/la Ha

CTpaHUIY Hactpoiiku kajeHaaps.

Haxwmure xHonky OK sl coxpaHeHMsI CBOMCTB KaJleHAapsl U 3aKpPbITUS AUAIOTOBOU

IIaHeJIN.
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6.4 ITanens xajseHmaps

[Tanenb kasneHzaps COfepXXUT HeOOJIBLIONW KajleHJapb, OTOOpakaroIMK TeKyIIUH

MecCsll, a TakXke CIHCOK BCeX JOCTYNHBbIX KameHmaped (cm. Pucynok  1017).

£ Homfpe ¥ € 2022 3
v Br Cp M7 v C6 B

1 F E 4 5 b

¥ B a 0 11 12 13

KEHEHﬂ.apb_ 18 15 16 17 18

15 20
21 Frs 23 24 25 L
28 29 an
HaneHgaps
CnMC 0K Maof HaneHaape | BHMHAMTE |

MlorDhue [Tasks Anexcanap Crmpiod)

KaneHgape

MoEDdMe [(Anercarap CrspHoa)

@ ModDduic [EneHa CMHpHOBA)

Pucynok 1017 - [Tanens xanengaps

Ins otobpakeHusi / CKpBITHSI TaHeNX KajeHjaps IeJIMKOM B KOMAaHJIHOM MeHIO

BbiOepuTe Bug > Kanenpaps > Ilanens kanenmaps > Iloka3aTh maHenb KajieHAaps.

,HJ'[S[ OTO6pa>KeHI/IH / CKPBITHA ITaHEJIM C MdJIEHbKKUM KdJlIeH[ldpeM B KOMdH/IHOM MEHIO

BbiOepuTe Bug > Kanenpaps > Ilanens kanenmaps > Kanengapuk.

Jlnst oToOpaskeHUs1 / CKpBITHSI TIaHEIM CO CIIMCKOM KaJleHJlaped B KOMaHIHOM MeHIO

BbiOepuTe Bupg > Kanenpaps > Ilanens kanenmaps > CniMcok KajieHAapeli.

HaBI/II‘aI_II/IH 110 MdJIeHbKOMY KaJIeHdplO IMPpUBOJUT K IIepeMellleHHnI0 TeKyIllero cboxyca

Ha OCHOBHOM MaHeIn KaJleHaps.

@DyHKIMOHAJ CIIMCKA KajleH/1apel 103BoJIsieT YIIPaBJIsSTh BUIMMOCTbIO KajleHapey.
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6.5 YmnpasieHne BUTHUMOCTBHIO KaJIeHAAPs

Y Kax{oro kajeHjaapsli CyIlecTByeT CBOMCTBO BMIMMOCTH, KOTOpOoe OToOpakaercs

cIipaBa oT MMeHU KaJleHJapst (cm. PucyHok 1018).

Haneugape

Mol KaneHaape

Mol Odic (Tasks AnexcaHop CMMpHOB)
Mol Odwic (Anercanap CMWDHOB)

Mol Odwmc (Eneqa CmupHoBa)

Pucynok 1018 - CporicTBa BUIMMOCTH KajleHJaps

Ecmu KaJIeH[1dPb CKPBIT, CUMBOJI CKPBITOTO KaJIeHOdpsa 0To6pa>1<aeTcs1 ITOCTOSHHO.

Ecimm kaneHnapp BKJIIOYEH, CUMBOJI OTOOpakeHUs ... BO3HUKAeT MpU HaBeJeHWH Kypcopa Ha

CTPOKY C UMeHeM KaJleH/1apsl.
YToObI CKPBITH COOBITHS KaJleHAapsi, MOXXHO BbIOpATh OJTHO M3 CJIeIYIONINX AeMCTBUIA:

— BbIOeprTe KajleHJapb B CIIMCKe, HAKMHUTE IIPaBYI0 KHOIIKY MBIIIH, B KOHTEKCTHOM

MeH10 BeibepuTe CkpbiTh <UMS KAJIEHIAPST>;

—Y BHUHOMUMOI'O KaJleHIdaps HaXXMHTe Hd CHUMBOJI , CHMBOJI IIOMeHdeTCd Ha

COOBITHSI JTAHHOTO KaJjleHaapsl He OyyT oTobpaXkaThCsl.
YroO6bI 1TOKa3aTh COOBITHS KaleHAaps, MO>KHO BBIOpATh OJTHO M3 CIIeAYIONINX J1eHCTBUM:

— BbIOeprTe KajleHJjapb B CIIMCKe, HAKMHUTe INPaByl0 KHOIIKY MBIIIM, B KOHTEKCTHOM
meHio BbiOeputre Ilokaszate <UMS KAJIEHJIAPS> wi Iloka3zaTh TOJIBKO
<UMS KAJIEHTAPS>;

— Y HEBUIUMOI'O KdJleHOaps Ha>XMHUTE Hd CHUMBOIJI , CHMBOJI IIOMEH/eTCs Ha

COOBITHS AAdHHOT'O KajyleHAdps CTAHYT BUAVUMbIMU.

YToOBI ITOKA3aTh BCe KaJleH[ldpH, BbI6epI/ITe KaJIeHIdpb B CIIMCKe, HdXXMHUTe IIpdBYIO

KHOIIKY MbIIIX, B KOHTEKCTHOM MeHIO BI)I6epI/IT€ IToxa3sars Bce KaJIeHIapH.
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6.6 YmaneHue kaneHmaps

s ynaneHus: KajieHJapsi BBIIIOJIHATE OJTHO M3 CIIeAYIOIIMNX JeHCTBUM:

— B JIEBOM 4YacTH MaHeJM KaJleHJiaps BbI6epI/ITe KaJlIeH1apb, KOTOprﬁ BBl XOTHTE

yAQIIUTb.

BbIGepI/ITe ITYHKT OTnucarbcs oT KaJIeHIap4;

Haxxatrem HpaBOﬁ KHOIIKM MBIIIXM BBI3OBHUTE KOHTEKCTHOe MEeHIO,

—BbIﬁepHTe IIYHKT KOMdHJHOI'O MEeHIO CoObITHS H 3ajauu > OTnucarscs ot

BBIOPaHHOr0 KaJIeHaps;

— Ha IIaHeJId UHCTPYMEHTOB Ha)XMUTe KHOIIKY BbI30Ba MeHI0O — (MeHI0 MoitO¢uc

ITourta), B nosiBuBIIEeMCsI MeHIO BbibepuTe Co0bITHA M 3amaun > OTnmHcaThCsS OT

Bmﬁpam{oro KaJIeH1aps.

Ha okpane mnosiBuTcs coobmienne Bbi

X0TUTe OTIHCATBCA OT KaJIeHaapda

«MoitOpuc<UMS KAJIEHJIAPSA>» ? [logTBepanuTe Wiy OTMeHUTe yJajeHue KajeHaaps.

6.7 CnmcoK coOBITHII

st

I0CJIeI0BaTeJIbHOCTD IeHCTBUM:

OTKPBITUS

MTaHeJIH,

Cofiep Kalux

1. OTkporiTe naHenb KajleHaaps.

CITMCOK

COOBLITUH,

BBITIOJIHUTE

2. BoibepuTe kaneHaaphb B CIIMCKe KajleHJjapel, BKIIIOYXTe BUJIMMOCTD KaJleHapsl.

3. Bribepute myHKT KoMaHIHOTO MeHIO Co0bITHS U 3agayu > Haiitu co0bITHS.

Ha okpane orkpoercs

Bee cobbimua ~ | copepsar

Haseanne

I1aHeJIb

Havano

ITOMCKa

OKoHuYaHKe

COOBITHH

(cm. PucyHok

1019).

Hanewpape

NpoBEpKa CTaTyca

15 wronA 2022 r. 11:00

15 wronA 2022 1. 14:00

MoirOdmc (Eneta Chvnp

HanomuHanma

TYATHM

Cofpath CEEASHMA O NOCNEQHKK COBBITHAR
O6zo0p

MpoekT 1

Borpewa 2

22 vrionA 2022 1. 17:05
13 mrona 2022 r. 11:00
11 HoaBipA 2022 1. 17:30
15 wronA 2022 r. 12:00
5wuwona 2022 r. 11:00

20 wronA 2022 r. 15:00

22 vionA 2022 1. 18:00
13 weonn 2022 1. 12:00
11 Hoafipa 2022 1. 18:00
15 wronA 2022 1. 13:00

5 weonA 2022 1. 12:00

20 wrionA 2022 1. 15:30

MoiOdmc (Eneta Chvnp
MoiOdmc (Enexa Crnp
MoiOdmc (Eneta Chvnp
MoirOdmc (Eneta Chvnp
MoiOdmc (Enena Crnp

MorOdmc (AnekcaHgp ¢

Pucynoxk 1019 - [Tanesnb moucka coObITHIMA

<

HassaHue
Hauano
OroHuaHKe
Kateropwa
Mecto
CoctonHue

Kanenaape

BoccTaHoBMTE Nopagok cTonbuos
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s moucka COOBITMH 3a 3a/laHHBIM I1epuoJi B BBINAZJAIOIIEM CIMCKe Bblbepure
VHTepeCyIOIUi [1epuoy] COOBITHM, B CIIMUCKe OTOOPAa3sTCsl COOBITHSI UCXOAS U3 CllefyIoIlero

CIIMCKa.:

— Bce cobbiTus.
— CoObITHS Ha CerogHs.
— CoObITHd Ha crieffyomye 7 JHen.
— CobbITHs Ha crienyolye 14 qHed.
— CobbITHs Ha crefyromuii 31 neHb.
— Co0bITHA Ha 3TOT Mecd1].
— Bce 6ynymue coobITHS.
— CoObITHSI Ha BHIOPAHHBIN JIEHB.
— CoObITH B TekyIeM o63ope.
Hcnomnp3yiiTe mosie BBojA 11abyioHa "comepakat” i GUIbTPAMU CIMCKA COOBITUM 110

TekcTy. Habepute Ha3BaHuWe WHTepecyroIlero coObITHSI, B CIIMCKe OTOOpa3sTCs COOBITHS,

HA3BdAHWA KOTOPBIX COOTBETCTBYIOT ma6n0Hy IIOHUCKA.

BbI6epI/ITe COOBITHE B CITHMCKe U HpaBOfI KHOITKOW MBIIIIX BbI30OBUTE KOHTEKCTHOE MEHIO.

BynyTt moctynHsl cienytroiiye qeACTBUS [l BHIOPAHHOT'O COOBITHS:

— OTKpBITS.

— H3meHuUTS.

— Hanomwunanwue.

— Hogoe cobbrte Ctrl+l1.

— Hogas 3agaua Ctrl+D.

— Bripeszats Ctrl+X.

— Konwuposars Ctrl+C.

— Bcrasuts Ctrl+V.

— IIpeo6pazoBats B (Coobiurenue, 3amavy).

— Y namutb cobpitre Del.

CHrcok CoOBITHM COEPXKUT KOJIOHKH, OTO6pa)KeHI/IEM KOTOPBIX MOXHO YIIPABJIATH C

-

58
IIOMOIIbIO MEeHIO BbI60pa komoHOK. Hakmure Ha KHOIIKY 1 B BbIIIaJamoIIeM CIIMCKe

OTMeTbTe KOJIOHKH, HEO6XOHI/IMbIe JJIsL 0T06pa)l(eHI/I$I, HNCXOId U3 CJIeAYIoIIero CIIuCKa:
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— HazBanwne.
— Hauaro.

— OkoHuaHue.
— Kareropusi.
— Mecro.

— CocrosiHue.
— Kanennaps.

BbI6epI/ITe BoccranoButh nopAaoK CTOJIﬁI.[OB IJid  1iepexola B OpHWUIMHAJIbHOe

COCTOAHUME 110 YMOJTYaHHIO.

6.8 Co3manue coobITHA

OpauM U3  CrOCOOOB  CO3/[AHMSI HOBOTO COOBITHSI  SIBJISIETCSI  MCIIOJIb30BaHUE
rpadpudeckoro uHTepdeiica KajeHpaps. [lisi co3aHHsS HOBOTO COOBITHSI  BBINIOJIHHATE

CJIeJTyIOIIYIO0 MOCIIeJOBaTeIbHOCTb JeMCTBUIA:

1. OTkpoiiTe KajleHJaph, BbIOpaB koMmaHaHOe MeHO CoObITHS W 3amaum >

Kanenpaps.

2. BpibepuTe Hy)XHYIO JIaTy W BpeMs Hadajla COOBITHSI, KJIMKHUTe JIeBOW KJIaBHILIEH
MBIIIN B BEIOPAHHYIO TOUKY.

3. He oTmyckas jeBo¥i KJIaBUIIIM MBIIIH, IIOTSHUTE KYPCOP BHU3 JI0 IpeArosaraeMoro
BpeMeHU OKOHYaHUs coObITHs. Ilo Mepe InepemelnieHus] MBI Ha 3KpaHe Oyner
oTobpakaTbCsl 00JIaCTb COOBITHS, a TakKe OTMeTKW Hadaja M OKOHYAHHs
BbIOpaHHOTO ITeproza.

4. OtmycTyTe JIeByIO KJIaBUIIly MBIIIM B TOUYKe IPeIoaraeMoro BpeMeH! OKOHYaHHs

cobriTug. B KajleHJlape TIOABHUTCA COOBITHE C aKTHUBHBIM IIOJIEM PeaaKTUPOBAHHA.

Beenute ums cobwrtust u Haxkmute ENTER (cM. Pucynoxk 1020).

Jlanee oTpegakTUpYHTe ITapaMeTpPbl HOBOTO COOBLITHSL.
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- 14:15
14:00
Hosoe coBbITk
15:00
16:00
17:00 17:00
18:00

Pucynoxk 1020 - Co3ganue coObITHS C UCIIOIb30BaHUEM rpaduyueckoro uHtepdeiica
[Tomumo 3TOTrO, CYIIECTBYET ellle HeCKOJIbKO CITIOCOO0B CO3[aHUsI HOBOTO COOBITHS:

— BbIbepuTe MyHKT KoMaHaHoro MeHio CoobITHd U 3agaun > HoBoe cobbITHE;

— Ha [IaHeJId MHCTPYMEHTOB HaXXMHTe KHOIIKY BbI30Ba MeHIO — (MeHI0 MounOdguc

IToura), B mosiBuBIIEMCst MeHIO BhibepuTe Co3maTh > CobbITHE;

lal
— HA IIAHEJM MHCTPYMEHTOB HAXMHUTe KHolky e HoBoe cobeitue .

— BbIOeprTe MyHKT koMaHHoro MeHio CoObiTHA M 3agauyu > Kasenpapb. 3ateMm B

OTKpBIBIIEMCS KadJleHadpe Bbl6epI/ITe JeHb, BbI3OBHMTe KOHTEeKCTHOe MeHIO U

BbIOepuTe koMaH 1y HoBoe codbITHE;

— BbIOepuTe MyHKT koMaHaHoro MeHi0 CoObrTHs u 3agauyu > Kanenpapsb. 3atem B

OTKpBIBIIIEMCsl KaJleH/lape BblOepuTe [leHb M IIPOM3BeIUTe JBOMHOM KIIMK MBIIIIY,
CO3J1acTCsl HOBOe COOBITHe, B KOTOPOM JlaTa y>Ke OyZieT yCTaHOBJIeHa B COOTBETCTBUU
C BBIOpaHHOM IO3UIMel B KajleHJape, a KajeHaapb Oy/leT COOTBeTCTBOBATh

BbIOpaHHOMY;

:'t-;; Hosoe cofbiTHe .
— HA’XKMHUTE KHOIIKY Ha IIaHeJ/In COGI)ITI/IH H 3a/1a44 B [1PpABOU 9dCTHU

KaJleHaaps;
— HaxxMuTe coueTanue kiaasul Ctrl+1;

— OJIs1 CO3OdaHHSA COOBITHS Ha OCHOBe COO6H_[F_‘HI/IH BbI6epI/ITe COO6H_IeHI/Ie B CIINCKe,

OTKpOWiTe KOHTeKCTHOe MeHIo, BbiOepuTe IIpeodpa3oBarts B > Co0ObITHE.
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Ha bskpane oToOpasuTCs muanoroBasi IaHeIb CO3/IaHMS/PeTaKTHPOBAHUS COOBITHS
(cM. PucyHnok 1021).
Hosoe cobbmue: *

CoGemwe [paexa Bwg Hactpodrw

Onucanme  Browenwa:  Yuactrus

YECAOMMTE YUICTHHKCE Moy uaTs YEELCMAEHUA OT yHaCTHHKCE

Bpemn ko anart

L Coxparnme W 3aKpwTE Eﬂpumacnm yqacTmneoe (@ MpreatnocTs ™ [ﬂl Mpnxpenurs @'l‘ﬂunnn
KaneHgape: & MoiOdmc (ETopoi kanesgape) b
Hazeamne: “I-:I 13 (oBazaTensmo)
becTo:
Bece gene
Hauane: 31.08.2022 ¥ 1500 e
Korew 31.08.2022 b 1600 b ‘_,u
DNeerop: He noetopate b
Hanomyranwe:  He nanomunats hd

:“riﬂpETHTb ECTREYHBIE NPEANIEEHAA

Pucynoxk 1021 - JluanoroBasi naHeib CO3IaHUST COOBITHS

[Ipu co3pmanuu HOBOTO COOBbITHSI B 1ojie KaneHaapb 1Mo yMOJTYaHUIO MOJ/ICTABIISIETCS

KaJleHJlJapb, KOTOPBIM BbIOpaH Kak OCHOBHOM B BebO-kiieHTe « MoitOdwuc [Touray.

Ha manenu Juajiora BbIﬁepI/ITe HaCTpOﬁKH COOBITHS:

— KaJleHjapb, B KOTOPKI OYIeT oMeleHo HOBOe COOBITHE;

— Ha3BaHWe COOBLITUY;

— MeCTO COOBITHS;

— TpeJiroyiaraeMble Hauajio ¥ KOHeI[ COObITHS;
— YacTOTa TIOBTOPeHUsI COObITHS;

— PeX¥M HallOMHUHAHUN O COOBITUH;

- HaCTpOI;'IKH YBEJIOMJIEHHI;'I " BCTPEYHbIX HPEHHO)KEHHIZ.
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6.8.1 Hauasio u KoHerlr COOBITHUSA

HpI/I HEO6XOHI/IMOCTI/I MOJXKHO CBI3aTb 3HadeHUs Iojed Hagamo u KOHEII HJIsl TOro,
YTOOBI IIpr HW3MEeHEeHHWH O4aTbl 3aBeplieHKd COOBITHSA BpeMsdA Haddl/la CAOABUT'aJIOChH C Yy4YeTOM

JJIMTeJIbHOCTHU COOBITHS.

Jlng Toro, 4roOBI CBs3aTb JaHHBIE IIOJS, HAKMHUTE Ha CHUMBOJI, O0O0O0O3HaAYaIOIIWH

CBSI3bIBAHHE rnoJjien Hauaino u Konexn (cM. PucyHok 1022).
Hauano: 13.07.2022 W 11:00 W _|I'I
W]
KoHew; 13.07.2022 W 12:00 Y g

Pucynok 1022 - HecBsizannsie nosist Hauasio u Konen

Ecmu cBa3b BKJIFOY€Hd, TO IIpy HW3MEHEHHWKU 3Hd4YEeHHS OJHOI'o u3 oJIer 6y,I[ET

aBTOMaTUYeCKU CKOPPEeKTHPOBAHO 3HaYeHue BTOPOT'O (cMm. Pucynok 1023).
Hauano: 13.07.2022 W 11:00 v U
b
KoHew; 13.07.2022 W 12:00 b

Pucynok 1023 - Cesizannble nosniss Hauaso u Konerny

B xomanpnoMm meHto Beibepute Hactpoiiku > YacoBoi mosc. [lyis noseit Hauaso u

Koneny Oyayr oToOpaxkeHbl 3HAYeHUS] YacOBbIX  mosicoB  (cM. Pucynok  1024).

Hauano: 13.07.2022 b 11:00 b hl'l Eepona/Mockea
I

k)

Konew; 13.07.2022 b 12:00 ¥ | o Espona/Mockea

Pucynok 1024 - OTobpakeHue 4acoBoro mosica
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HaxxmuTe Ha MeTKy 4acoBOro Imosica, Ha 3KpaHe BO3HUKHET BCIUIbIBAIOIee MeEHIO,
cojiepxalliee CIHMCOK HeIaBHO BBbIOpAHHBIX YacOBbIX MOsICOB. Bribepute [{omosHUTeILHBIE

JacoBbIe Mosica JjIsi BO3MOXKHOCTH BbIOpaTh JApyroil 4acoBoit mosc (cM. Pucynok 1025).

YKaKUTE Hacoaoi NOAC x

08.11.2022 v 13:22 v

Espona/Mockea v

orsen

Pucynok 1025 - Beibop 9acoBoro nosica

6.8.2 YacroTa moBTOpPeHHUsI COOBITHS
B pasnene IloBTOop BhIOEpHTE M3 CIHMCKA HeOOXOAMMOe 3HAYeHHEe WCXOAsS U3

BapHUaHTOB:

— He IIOBTOPSITh;

— eXeJIHeBHO;

— eXeHeJleJIbHO;

— Kbl Oy/THUI JIeHb;

— KaKable 2 Hemesu,

— eXXeMeCs9HO;

— eXeroHo.
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Jlyist GoJiee eTanbHOM HACTPOWKM B 3TOM >Xe MeHIO BbiOepuTe HacTpouTh, Ha 5KpaHe

0TOOpa3UTCsl IMAJIoroBasl MaHejlb HAaCTPOWKHM MepUoJuYHOCTU coObiThs (cM. PucyHok 1026).

MaMEHKTE NOBTOPEHMA *
3a4aTh NEPHOANUHOCTE
MNoBTORATE  ewegHEBHO ™

o Kaxaoim 38 aeHe

Kax el jeHs HEAEAW

¥poneHb NOBTOREHWH
HEeT KaHeyHoW AaThl

o MoeTopATe TONBKD 6 [ pa3

Moetopare go 0817 2022 o

MpeABapUTENLHLIA NPaCMaTp

Horbpe 2022 Aexabps 2022 Ansape 2023
MH Br Cp Y47 Mr C6 Bc MH Br Cp Y7 Mt CB Bc MH Br Cp Yr Nt C6 Bc
1 2 3 4 5 B 1 2 3 4 1
7B 9 10 11 12 13 5 6 7 8 92 101N 2 3 4 5 & 7 B
14 15 16 17 18 19 20 12 13 14 15 16 17 182 9 10 11 12 12 14 15

21 22 23 24 25 26 27 19 20 021 22 23 024 25 16 17 18 1% 20 21 22
28 29 30 26 27 28 2% 30 31 23 24 25 26 27 28 28
0 AN

Pucynoxk 1026 - Hactpoiika 4acTOTbI IOBTOPEHHsI COOBITHS

3a,ua171Te MMepuoarIHOCTb BO3HHKHOBEHUWA cobplTHs. B 3aBHcHMMOCTH OT BbIGpaHHOFO

BapuaHTa OyJleT oToOpa)keHa JIOMOJIHUTEe IbHAsI TTaHeJTb HAaCTPOUKH.

[Ipu BbiOOpe IlOBTOPSATH exeqHEBHO Ha OJKpaHe IOSBJISIOTCS JIOMOJIHUTENIbHbIe
yIIpaBJISIIOIIME 3JIeMeHThI, TI03BOJISIIOIIMe BbIOPAaTh MepUOAUYHOCTb JTHeW (KaXK[IbIM 3a/laHHbIN

JleHb), oo KaoKIbII IeHb Henenu (cM. PucyHnok 1027).

3anaTe NEpUOgUUHOCTE

MosToOpAT: | exegHEeEHOD b

0O Kaxapii 3 (%] nenb

Famabiil geHs Heae

Pucynok 1027 - HacTpoiika e>xxeHeBHOTO IIOBTOPEHUsI
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[Tpu BeiOOpe IIOBTOPATH ekeHeNEJILHO Ha JKpaHe TOSBISIOTCS JIOMOJHUTENbHbIe
MO3BOJIIONIME BBIOPATh MMEPUOAUYHOCTh HeJeNb  (KaXayio
BO3HHMKATb COOBITHE

1028).

yIpaBJISIIOIIe  3JIeMeHTHl,
3aJlaHHYI0 HeJleli0), a Takke IHU HeAeld, B KOTOpble JIOJDKHO

(cm. PucyHok

3apath NEpPUOSNUHOCTE
MNoBTopaTe | edeHEARABHD

Kawayio 149 Heaeaw

B M Cp | Yr it a3 Be

Pucynoxk 1028 - Hacrpoiika exxeHe[leIbHOTO IIOBTOPEHHS

HpI/I BbI60pe HOBTOpﬂTb eIKEeMeCAYHO Hd OKpaHe IIOABIIAIOTCA OOIIOJIHHUTEJIbHbIE

yIpaBJISIIOIe JJIeMeHThl, IO3BOJISIIOIIME BbIOPATh MEPUOAUYHOCTb MecsieB (KaXabli

3aJJaHHBIA MecsIl), a TakKe MO0 KaXIbl KOHKPEeTHBIM JleHb Heflelld, JIM00 KOHKpeTHbIe THU
COOBITHE (cm. Pucynok 1029).

mecdna, B KOTOp&bIE JOJIZKHO BO3HHUKATBH
3apaTh NEpHOAWYHOLTE
MosTopars  ewesecauno =
Kameaplia 1% mecay
S 1 K L

K 5 B 7

1 [ 2 [ 3

ERER v | 1 1z | 13| 14

© Beneapoune s | 15 | 16 KD 18 | 19 | 20 | 21
22 | 23 | 24 | 25 | 26 | 27 | 28

29 o 3 MocneaHyiA geHE

Pucynoxk 1029 - Hactpoiika exxeMecsYHOTO TOBTOPEHUSI
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HpI/I BbIﬁOpe HOBTOpHTb €KEeromqHo Hd OSKpadHe IIOSBJIAOTCA OIIOJIHUTEJIbHbIe
yYlpaBJ/idromye 3JieMeHTbI, MO3BOJISIoIe BbI6paTb IepyuoAUIHOCTb JIEeT (Ka)K}IbIﬁ 3aJIaHHbIN

rojl), a TakXKe JUOO KaXXAbli KOHKPETHBLIM JIeHb He/lesid, JTUOO KOHKpEeTHbIe THU MecsIia, B

KOTOpbIe IOJDKHO BO3HUKATh coOpITHe (cm. Pucynok 1030).
3apaTh NEPUOAMUHOCTE
IOETOPATE  EMEr0gHD b
Kanapii: 1% roa
LV ] o w
0  oropoi v | BropHak v
Hoabpe

Pucynoxk 1030 - Hacrpoiika exxerogHOro NoBTOpeHus

[Tpu mo60M KM3MeHeHHH ITapaMeTpOB NTePUOAUYHOCTU Ha NaHenu IIpeaBapuTebHBIN

IIpoCcMOTp 6y,HYT BbII€JIEHbI IHW, B KOTOPbIE JdHHOE coObBITHE 6y,ueT ITOBTOPEHO.

6.8.3 Ilpuryamenue y49aCTHUKOB COOBITHS

J11s1 TOro 4To6Bl IPUTTIACUTh YYACTHUKOB COOBITUS, HA NaHen! "H3MeHeHMe cOOBITHS"

BBITIOJTHUTE OJTHO U3 CJIeJYIOIIUX JIeMCTBUM:

Eﬂpmmacmb YYACTHWUKOB
— HaOXXMUTE KHOIIKY ;

— Ha IIaHeJIM CO CIIMCKOM YYdCTHHKOB COOBITHUS BBI30BUTE KOHTEKCTHOE MEHI0 U

BbIOepuTe IIpUrnacuTh y4aCTHHKOB;

— BbIOepuTe yHKT MeHI0 HacTtpoiiku > IIpuriacurh y4aCTHHKOB.



955
502220.29144487-2016-01 34

Ha JKpaHe IIOSBUTCA OHWaJIOTOBOE OKHO pedaKTHPOBAHHS CIIMCKA Y9dCTHHKOB COOBITHS

(cm. Pucynok 1031).

HPV.F."IELIJEHME YHACTHUKDE

HazgaHue Berpeya

Data 20.07.2022 v 15:45 Vo — | 20.07.2022 »  116:15 hd
Beck AaHu
22
Anexcarap Cuipros 13:00  14:00  15:00 1600  17:00 1800  19:00  20:00
.90 Anexcanigp CMHUpHOB
,.'U,'\ AnexcaHgp CMUpHOB 4
,9,, Enena CmupHoEa =4

Ok Oena

Pucynok 1031 - JInanoroBoe 0KHO pelakKTUPOBAHUSI YIaCTHUKOB COOBITUS

Jlyig mpuriameHust y9acTHUKA COOBITHS HAaYHWTE HAabWpaThb ero WMs B TOJie BBOJA, B
TIOSIBUBIIIEMCSI CITUCKe BbIOEpUTe HYXXHBIM KOHTAKT, HakmuTe Enter, ydacTHUK HOOAaBUTCS B
criicok. Ha BpeMeHHOM quarpaMMe OyIyT OTOOpaXkeHbI ITepro/ibl 3aHSTOCTH BCEX YYaCTHUKOB
COOBITHS, a TakKe 00JIaCTb JIsl 3aIUIAHUPOBAHHOIO TeKyIero cobbiTus. B citydae, ecinu ojiuH
W3 YYaCTHUKOB 3aHST, JBUTAHTe PaMKy COOBITHS KYpCOPOM MBI, JTUOO TIOMEHSITe BpeMs
Havajla ¥ OKOHYAHUS B COOTBETCTBYIOIIMX IOJIIX BBOAA. [l0 OKOHYAHWM pelaKTUPOBAHMUS

CIIMCKa YYaCTHUKOB HakmuTe kHONKy OK.

,HJ'[H yaajieHnus Yy9aCTHUKA COOBITHS HAXKMUTE KHOIIKY X .
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CymiecTByeT BO3MOXXHOCTh TPUCBAaWBAaTh pOJIA  TPUIVIANIEHHbIM  y4YaCTHUKaM
(obOs13aTeNbHBIN, HeoOs13aTeNbHbBIN). [T CMeHBbI poJid HaXKMUTE Ha WKOHKY IOJIb30BaTess, Ha
JKpaHe BO3HHMKHET BCIUIbIBalOIlee MeHI0 C BbIOOpoM ponu O0s3aTebHBIA YYaCTHHK /

Heo0s3aTenbHbrii ygacTHuk. [locie BpiOOpa poiii HeoOSI3aTebHBIM YYaCTHUK COOBITHS

o]
oyner 0003HaueH CUMBOJIOM ‘o (cm. Pucynok 1032).

14:00 15:00 16:00 17:00 18:00 19:00 20:00 21:00
,90 Anexcanap Cmnpros

-96 Enena CumupHosa x

OfazaTensHbIA YUacTHME

HeobORsaTensHsIA yyHacTHUK

Pucynok 1032 - O6s13aTesibHbIN / HeoOsI3aTeNIbHbIN YIaCTHUK COOBITHS

CnMcok y4yaCTHHMKOB OOHOBHUTCSI B Juajiore pelaKTUPOBAHUSI COOBITHSI Ha 3aKJIaJiKe

Yuactauku. (cMm. Pucyrok 1033). KoHTekcTHOe MeHIO JaHHOM IIaHelIM II03BOJISeT IOMEeHSTh

COCTaB YYdaCTHHUKOB, d TdKXXe CO34aThb IJI HUX COO6H_IEHI/I$I.

Onucarme:  Baosenws:  YuyactHukw (2)

. MpUrnacuTe YYacTHWKOE..,
CpraduzaTop: EJ Enena CrmupHoEa <elena.smirnovai@techwr

¥aanuTe BCex YYICTHUKDE

.'t Anekcanap Cauphoe <alexandrsmirnov@techwr.myoffice.rn

¥AaNuTL yHacTHNKE
&Ener«a Crauprosa <elena.smirnova@techwr.myoffice.ru=

Co3fate CO-DéLLlEHHE ANA BLEX YHACTHHKOE. ..

Cazfats conblieHde ANA HeoNPeaeNABLIMECE YHACTHUKOE. .

YBEAOMMTE YHACTHHKOR Mony4atk ysesomaeHis of Anexcanap Cunpros <alexandr smirnov@techwr. rmyoffice =

Bpema Kak: 3aHar

Pucynok 1033 - [1aHesb co CIIMCKOM YYaCTHUKOB COOBITHS

Cnucok y4aCTHUKOB COOBITHS Takke OyneT OTOOpaXkaTbCsl B IaHeIU OTOODasKeHUs

CBOUCTB co0bITHS (CM. PrcyHok 1034).




MpoekT 1

OcHoBHblIe

HassaHwue:
Kanenpape:

[fara Havana:
[lata oKoHYaHusA:

MoBTOpeHue:

Opranusarop:

HanomuHaHue:

YyactHUKM
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MNpoekT 1

MoiO¢uc (Enena CmupHoBa)

8 Honbps 2022 r. 11:00

8 Hosbpa 2022 r. 12:00

MpouncxoauT Kaxayto Heaento HavuHaa ¢ 05.07.2022 ¢ 11:00 go 12:00.

8.‘ Anekcanap CmupHos <alexandr.smirnov@techwr.myoffice.ru>

15 MUHYT nepea Hayanom cobbiTua

o s :
& Enena CmuprHosa <elena.smirnova@techwr.myoffice.ru>

& Anekcanap CuupHor <alexandr.smirnov@techwr.myoffice.ru>

WN3meHuts vV

Pucynok 1034 - JInanoroBoe 0KHO pelaKTUPOBAHUS YIACTHUKOB COOBITHS

6.8.4 Hacrpoiika npuBaTHOCTH COOBITHS

HJ’[H HaCTpOﬁKH IMIPUBATHOCTH COOBITHS BBIIOJITHUATE OHO M3 dJIeJYyIoInX JerCcTBUH Ha

IaHeJIn peJaKTUPOBAHHWA COOBITHS:

— BblbepuTe yHKT MeHto Hacrpoiiku > IIpuBaTHOCTS;

— Ha’KMUTE KHOIIKY

ﬁ MpwueatHoCTE ¥

B mnogBuBIIeMcs crucke BbI6epPITe TUIT TIPUBATHOCTH, HCXOMOd U3 CJIeAYIOIIUX

BAPHUAHTOB:

— [Iy6nuynHoe cobbiTHe.

— Iloka3bIBaTh TOIBKO AATy ¥ BpeMsl.

— JIuu"oe cobbITHE.

6.8.5 JlobaBieHnue BJIOKEeHHIl B COOLITHE

Cy1iecTByeT BO3MOXXHOCTD JI00aBJIeHUS BJIOXKEHUM B COOBITHE. THITbI BJIOXKEHUM:

— darin;

— CCbhUIKA Ha BeO-CTpaHUILY.
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Jlna Bnoxenus GainoB B COOLITHE HAXKMUTE KHOIIKY U Mpukpenvs

Ha TIaHen
pelakTUpoBaHUsl COObITHSI. B OTKpBIBIIIEMCS CHCTEMHOM Juajnore Bbibepute dailsi, mocie

BbIOOpa OH OyJieT oToOpaXkeH B raHeny BiioxkeHus.

s Toro, 4robbl IPUKpPeNWTb BeO-CTpaHUIly K COO0OlieHuio, BblOepuTe OAWH U3
CJIeTyIOIINX CIIOCOOOB:
— BbIbepute nyHKT MeHI0 Hacrpoiiku > [Ipukpenuts > Bed-cTpanuny;
— Ha [IaHeJIM BJIOXKeHUHM OTKPOWTe KOHTeKCTHOe MeHIO, 3aTeM BblOepuTe IyHKT

IIpukpenuTs Beb6-CTpaHHILY.

B otkpbiBiIeMcs auasore BBeAWTe ajipec BeO-CTpaHUIIbI, OHA OyAeT oToOpaxkeHa B

MaHeIx Bioxenust (cm. Pucynok 1035).

Onucanwe:  Bnosedwa (3 YyactHuew (1)

1.htrnl
hmtoggle_arrow.gif

myoffice.ru

Pucynoxk 1035 - [Ianesnb BiioXkeHUI COOBITUM B peJlakTOpe COOBITHS

Ilo waxxaTuio Hp&BOI:I KHOIIKKM MBI Ha HWMEeHH BJIOXKEHHS Ha 3KPdaHe BO3HHKdET

KOHTEKCTHOe MeHIO, co/iepKalliee cjiieJyroniye 3jieMeHThbI:

— OTKpBITH - daiin OyeT OTKPHIT B COOTBETCTBYIOIIEM ITPUIIOXKeHUH, CChIJIKA Ha BeD-
CTPaHUIly OTKPOEeTCSl B CUCTeMHOM Opay3epe, TO ke camoe JIedCTBHe IPOU30MeT

MIpY IBOMHOM KJIMKe Ha BJIO>KEeHHUe.
— CoxpaHuTs - OyjieT OTKPBHIT CUCTEeMHbBIN TUaIor COXpaHEeHUs BJIOXKEHUS Ha JIUCKe.
— KomupoBars cchuIKYy - B 6ydep o6MeHa OyieT CKOMPOBaHa CChIIKA Ha BIIOXKEHUe.
— Ynanurs - BioxeHue OyzieT yiajgeHo u3 CoOObITHS.
— Ypamurs Bcé - Bce BiIOXKeHUs OyJieT y1ajieHbl U3 COOBITHSI.

Ha manenu mpocMoTpa COOBITHS Takke 0TOOpaXkaeTCsl CITMCOK BIIOXkeHUH (cM. PrcyHoK

1036). Ilpu kivke Ha BJIOXXeHHWe B 3aBUCHUMOCTU OT ero THUIa OTKPOeTcs Jubo daiti, aub0
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CCBhUIKA B CHCTEMHOM Gpayaepe.

Cobpato CEEZEHNA & NOCAEAHME COBLITHRX et

DcHoBHbIe

Hazeamue: CobBpate ceegenns o nocnesmin: cobeimmax
Kanengape: MeidOdwme (Enena Cvnproea)
Mara wauana: 11 vosBpa 2022 r. 17:30
Dara oxonyanns: 171 noaGpa 2022 r, 1545

Opranusatop: L) Anexcanap Cunpros <alexandr.smimov@techwrmyoffice. >

Enoowerms: I.htrml

. A hmtoggle_arrow1.gif

myoffice.ru

Yuactrmkmn

Fay
{83 Anexcangp Cruproe < glexandrsmirmov@techwr.myofficeru>

Pucynok 1036 - I1anesns BioxkeHUI COOBITHI B IIaHeNU IPeIIpoCMOTpa COObITHS

6.8.6 Ymanenue coobrTHA

¥aanute
HJ’IH YAaleHus COOBITHS HAXMUTE KHOIIKY m A Ha IIaHeJIM peddKTHPOBAHHUSA

cobbITHs MO0 BbibepuTe MyHKT MeHIO Co0bITHEe->Y JaIuTh.

6.8.7 Ilpuopurer codbITHA

HJ’[H TOro, YTOOBI HACTPOUTL IIpHUOPUTET CO6bITI/I$I, Ha IIdHEeJIM pPeOaKTUPOBdAHUA

cobbiTust BbelOepuTe MyHKT MeHi0 Hacrpoiikm > Ilpuopurer. B OTKphIBIIEMCS CcIUCKe

BBI6epI/ITe OIVH U3 BAPHUAHTOB IIPUOPUTETA:

— Huzkuii.
— OOBIYHEBIH.

— Bricokuii.

6.8.8 CocrossHue coOBITHA

HJ’[H TOro, YTOOBI HaCTPOUTb COCTOsSTHHUE CO6BITI/I$[, Ha IIdHeJIW peJaKTUPOBAHUA COOBITHS

BbIOepuTe NyHKT MeH0 Hactpoiiku > Cocrosinue. B oTKphIBIIEMCSsl cliMcKe BbIOepUTe OJIMH

Y3 BAPUAHTOB COCTOSHUIA:

— He ykas3aHo.
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— Bo3MozkHoO.
— [logTBepxeHo.

— OTMeHeHo.

6.8.9 Coxpanenue co0bITHS

Il coxpaHeHHsI HOBOTO COOBITHSI Ha IlaHeJM pedaKTUPOBaHHWs COOBITHS BblOepuTe
nyHKT MeHI0O CoObrTue > CoxpaHuTbh. /|71 coxpaHeHUs COOBITMS M 3aKpBITHSl AMAjIora
HEoOXouMO BbIOpaTh NMyHKT MeHI0 CoObpiTHe > COXpPaHHUTH M 3aKPBITh, JTUO0 HAXKMUTE

CoxpaMuTe W 3aKpLITE
KHOTIKY E3coxp peive

B cirydae, ecii IpOMCXOJUT pelakTHpPOBaHUe paHee CYIeCTBOBABILEIO COOBITHS, HJIs
TOro, 4ToObl COXPAaHUTh U OTIPABUTH H3MeHeHHs, BblOepuTe NYHKT MeHIO CoObITHE >
CoxpaHuTh M OTIPAaBHTh. [1j11 coxpaHeHUs COOBITHSI U 3aKpBITHS JUajiora BbIOepUTe IMYHKT

£ Otnpaeuts 1 3akpeITE
meHi0 Co0brTHe > OTHPAaBUTH U 3aKPHITh, MO0 HAXKMHUTE KHOIIKY .

ITocne yciiemHoro OOHOBJIEHUSI COOBITHS OHO 6YI[ET OTO6pa)KE'HO B KajleHIdpe B

MIO3UIIMH, COOTBETCTBYIOIIEH JjaTe U BpeMeHU coObiThs (cM. Pucynok 1037). [Ipu HaBenmeHuu

Kypcopa MBIIIIM Ha COOBITHe Ha 3KpaHe BO3HMKaeT IaHejlb C KPaTKUM OIKMCAaHHWeM COOBITHS.

NoHegensHHK BTOpHHK Cpega Yereepr NaTHHYa Cybbora BocHpeceHbe

31 OxTAGps 1 Hobps 2 3 4 5
8:15 Bes_nazsanma |
11:00 Npoekt 1
111:00 NpoekT 1 v
11:30 MNpoekt 1 B coiparts coenenn.. O 4 Cobpars csenenns o .. M 18:10 Cobpars coea... |
|11:30 NpoekT 1 L B 1810 cofipats coea .

14 15 Hasganme: CofpaTh CBEASHWA O NOCNEQHHE COBRITHAX 19
Dara: 9 Hoabpa 2022 r. 18:10 - 11 HoaOpA 2022 1. 18:10

Hazsanwe kanenaapa: MoBDduc (Enera CvpHosa)

|11:00 Mpoekr 1 'u Opravumzatop: Anekcadgp CvupHoe <alexandrsmirmov@techwrmyoffice.ru=

{12:00 06300

11:00 MpaekT 1 |

2 3 24 5 6
11:00 Mpoekr 1
|11:00 Mpoekr 1 ﬂl

Pucynoxk 1037 - Bup cobeiThii B KaneHaape

6.9 PemakTupoBaHue COOBITHS

PeI[aKTI/IpOBaHI/Ie COOBITHS BO3MOXXHO B CJlyddae, eCjii OHO OBLTIO CO31aHO BaMH. B

IMPOTUBHOM CJIy4de JOCTYIIeH TOJIbKO IPOCMOTP IIdpdMeTpPOB COOLITHS.

Jly1st peiakTUpOBaHUS COOBITHS KaJleH/1apsl BBIIIOJIHUTE OJTHO U3 CIIeAYIONMX JeHCTBUIM:
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— BbIOepuTe COOBITHE B KajieHJape, HaXKMUTe MPaByI0 KHOIKY MBIIIN U BBIIOJHUTE

MyHKT MeHi0 U3MeHuTB;

—BbI6€pI/ITe COObITHE B KajleHJldape, Ha IIdaHeJIM HWMHCTDYMEHTOB HaXXMHWTe KHOIIKY

# Mpaeka

— HaXXMUTe Ha COOBLITHEe B KajieHJdape OBOMHBIM IIIETYKOM MBIIIH, B OTKPphIBIIEMCHA

OKHe Ha>XMHTe KHOIIKY I/IBMBHI/ITB;

— B [IaHEJIM [IOMCKA COOLITUHA HAXKMUTE Ha COOBLITHE NBOMHBLIM IIEIYKOM MBIIIH, 3aTeM

B OTKPBIBIIEMCS OKHE HAKMUTE KHOIIKY I/IBMEHI/ITL;

— B IIAHeJIM IIOMCKa COOBITHUM BbI6epI/ITe HY>XHOe CO6I:>ITI/IE‘, Ha’XMUTE IIPABYIO KHOIIKY

MBI U BBIIIOJIHUTE ITYHKT MEHIO I/IBMEHI/ITI);

— Ha IIaHEeJIM MEPONpUSITUU B HpaBOﬁ YdaCTH KajleHaaps BbI6€pI/ITe CO6I)ITI/I€, 3daTeM

Ha’XMUTe IIpaBYIO0 KHOIIKY MBbIIIIWK W BBIIIOJIHUTE IIYHKT MeEHIO OTKpI)ITI), B

OTKPphIBIIEMCS OKHE Ha’)KMHUTE KHOIIKY N3aMeHnTs.

B cjlydde, eCjd II0JIb30BdTeJIb OTKPbLI H3 KaJleHAdpsad peadKTUpPOBdHHe II0OBTOPA
CO6I)ITI/IH, TO Ha 3KpPdaHE BO3HHUKHET OWAJIOIr'OBas IIdHEeJIb OJIA IIOATBEPXKIEHHA peldKTUPOBAHUA

MO0 3TOTrO KOHKPEeTHOI'o IoBTOpP4d, b0 Bcex JAJIbHEUIIINX ITOBTOPOB COOBITHSI (CM. PI/ICYHOK

1038).

MzmeHnTe NoeTD pPARILLEECA coBbiTHE X

Mpoexr 1

NOBTOPAHILLEECA C oBeITHE

H MEmeHHTE TONBKD 3TOT NOBTOP

ﬁ] Mzmenute Bce noeTope (1)

Crmena

Pucynok 1038 - I3MeHeHre TOBTOPSIIOIIETOCsT COOBITHS

Ha bskpaHe oTKpoercss auajior pefdaKTApPOBaHUs COObITHs. Ero BHemHWM BuA U

(bYHKHHOHaJIbHOCTb AQHAJIOTUYHEI JUAJI0Ty CO3JAaHHS COOBLITHSI.
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B CJly4ae, eCJiid IlapaMeTPpbI COOBITHSA 6y11€T OTJIMYAThCs OT 3HAYEHHH, COXPdHEHHbBIX Hd
cepBepe, IIpU IIOIIbITKE M3MEHHUTDH COOBITHE Ha OKpaH 6y11€T BbBIBE1eHO COO6III€HI/Ie. HpI/IMI/ITe

M3MeHEeHUs WM OTKaXXKUTeCh OT HUX (cM. Pucynok 1039).

Hazeanwme: MMpoekt 1
Hara: 5 wrona 2022 r. 11:00 - 12:00
Hazeanwme kanenpapa: MoiOduc (Enena CrnpHoea)
Opranwsatop: Anekcadgp CvwvpHoe <alexandr.smirnov@techwr.myoffice.ru=

JTOT MyHKT y#e Bbln M3MEHEH Ha cepeepe, OTNPaEKa BALLMK MIMEHEHWIA NEpE3anULLET
M3MEHEHWA, YHE CAENAHHBIE HA3 CEPBEPE,

BcE pagHo oTNpaBWTE MO HEMEHEHHA OTkazaTecA OT M3MEHEHWA W OBHOBWTE

Pucynok 1039 - [lonTeepkneHre 06GHOBIEHUS] COOBITHS

6.10IIpocMoTp mapaMeTpoOB COOBITHS
Jln1st mpocMoTpa rmapamMeTpoB COOBITHS BBIIIOJIHUTE OHO U3 CJIEYIONIUX JIeHCTBUH:
— BbIOepHUTe COObITHE B KajleHaape, HAKMHTe MPaBYI0 KHOIKY MBIIIA M BBIIIOJHUTE
IYHKT MeHI0 OTKPBITH;
— HaKMHTE Ha COOBbITHE B KaJleH/iape IBOMHBIM IIIeTYKOM MBIIIIH;

— B IIaHEeJIM IIOMCKA COOBITUM HaKMHTE Ha COOBLITHE JBOMHBIM IIIEJTYKOM MBIIIIH;

— B [IaHeJIM IIOWCKa COOBITUHN BbIDepuTe HyXHOe COOBbITHe, HaXMUTe IpaByl0 KHOIKY

MbIIIN W BBITIOJIHUTE ITYHKT MEHIO OTKprTb;

— Ha IIaHEeJIM MEpOIIPUSITUU B HpaBOfI YaCTHU KaJleHOapsa HaXXMHUTe Ha CcoOBITHe

JIBOMHBIM IIIeJTYKOM MBIIIIH;

— Ha IIaHEeJIM MEpPONpUSITUU B HpaBOﬁ YdCTHU KaJIeHdaps BbI6epI/ITe CO6bITI/Ie, 3aTeM

Ha’>XMHUTe IIPABYIO KHOIIKY MbIIIX U BBITIOJIHUTE ITYHKT MEHIO OTKPBITI).

Ha sxpaHe oTKpoeTcs Manor mpocMoTpa MapaMeTpoB coobiThs (cM. PucyHok 1040).



Mpoekr 1

OcHoBHblIe

HassaHwue:
Kaneupaps:

[ara Havana:
Jflata OKOH4YaHWA:

MoBTOpeHue:

Opranusarop:

HanomuHaHue:

YyactHUKM
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MNpoekT 1

MoiO¢uc (Enera CmupHoBa)

8 Honbps 2022 r. 11:00

8 Hosbpa 2022 r. 12:00

MpouncxoauT Kaxayto Heaenio HayuHaa ¢ 05.07.2022 ¢ 11:00 ao 12:00.

&AﬂexcaHap Cmupros <alexandr.smirnov@techwr.myoffice.ru>

15 MUHYT nepea Ha4anom cobbiTna

EJ Enena CmupHosa <elena.smirnova@techwr.myoffice.ru>

& Anekcanap CuupHor <alexandr.smirnov@techwr.myoffice.ru>

Pucynok 1040 - [luasoroBasi maHeIb 0TOOpakeHUsI CBOUCTB COOBITHS

Haxxmure KHOIIKY NsMenutsb JIsSl peJaKTUPOBAHMS CBOMCTB COOBITHS.

WN3meHuts vV

B Clly4dae, eCiiia CcoOBITHe CO31aHO He BaMH, MW BBl ellle He OTBeTHUJIM Ha ero

IpurjiailieHye, TO IIaHeJlib IIPOCMOTPp4 COOBITUSI GYHQT COlepXXaTb KHOIIKH, ITI03BOJIAIOIIE

IMPpUHATb WJIIM OTKJIOHUTDL IIpUIJIAIIIEHHE. ITomumo JTOro, y BdC IIOABJIAETCA BO3MOKHOCTDH

yIpaBJieHUs] HallOMUHAHKEeM O JaHHOM coObITHH (cM. PrcyHok 1041).
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OBzop

[ Coxpanmte nsakpems  + Mpunate 2 Opuentnposouno XX Omknonnts

ﬁ Bel NoKa He OTEETWAW HA 3TO npurnaweHne

(cHOBHbIE

Hazeanwne: OBsop
Kanengape: MoiCdwc (Anekcanap CranpHoE)
[Jara nawana: 15 noabpa 2022 r. 12:00
Aata okoHdanna: 13 HorBpa 2022 r, 13:00
Moetopenwne: MNponccogut 15 kaxgoro mecaua Hawnnan o 15.07.2022 ¢ 12:00 go 13:00.

Opranwzatop: &0 Enena Cmupnoea <elena.smirnova@techwr.myoffice.ru>

HanomuHanne: He HanomuHaTe b

YuactHMKmM

{6 Enena CrupHoea <elena.smirnova@techwr.myoffice.rus

.Cﬂ admin admin <admin@techwr.myoffice.rus=

Pucynok 1041 - [luanmoroBas naHesib OTOOpakeHHUsI CBOMCTB COOBITHS

6.11 Ynanenue coObITHA
Jlyist ynaneHust COOBITHS M3 KaJleHAapsl BBITIOJTHUTE OJTHO U3 CJIeAYIOMINX JIeHCTBUM:
— BbIbepuTe COOBITHE B KajleHJape, Ha)XKMUTE TPaBYH KHOIKY MBIITH U BBIOJIHUTE
MYHKT MEHIO YJaJINTh COOBITHE;

— Ha IIaHEeJIM MEpPONpUSITUU B HpaBOfI YdaCTH KajleHaaps BbI6epI/ITe CO6I)ITI/Ie, 3aTeM

Ha’>XMUTe IIPABYIO KHOIIKY MbIIINU U BBITIOJIHUTE ITYHKT MEHIO YHHJII/ITI) COﬁbITI/IE;

— Ha [aHeJd MepONpUITUY B IIPAaBOM YacTH KajeHJaps BblOeprTe COObITHE, HAXKMUTE

kiiaBuiy Del;

o ¥panute
— OTKpOI/ITe AWAJIOT peIdaKTUPOBAHUS C06BITI/ISI, Ha’>KMHUTe KHOHKy m A y

— B [IaHEeJIU NIOMCKa COOBITUHN BbIOepuTe cOOBbITHe, HAXKMHUTE MPaBYI0 KHOIKY MBI U

BBLITIIOJIHHUTE ITYHKT MEHIO YJIaJII/ITb COGBITI/IQ;

— B [IaHeJIM 110MCKa COOBITUN BhIOepuTe coObITHe, HaXkMUTe kiiaBuiry Del.

6.121Tanesrs MeponpuSTHI KaJIeHIAPs

OTkpo¥iTe aHeslb MEPONPUSITAN OJTHUM U3 CJIeIyIOIIUX CII0COOO0B:
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— BblOepUTe TYyHKT KOMaHJHOTO MeHIO Bupa > Meponpustus > Iloka3bIiBaTh

MepONpPHUSATHS;

— Ha IaHeJld UHCTPYMEHTOB Ha)KMHUTe KHOIIKY BbI30Ba MeHI0O — (MeHI0 MoiiO¢uc

IToura), B mosiBuBIIEMCSl MeHIO BeiOepuTe Bupg > Meponpustus > Iloka3piBaTh
MepOIIPHUATHSI;
—B HW)KHEM IIpaBOM yIVly OBKpaHa Ha CTpPOKe CTaryca HaXXMUTe KHOIKY

[:‘1;[5] MeponpuaTha &

— naxxmure F11.

B HpaBOﬁ YdCTH OCHOBHOI'O J3KpdHA OTKPOETCA IIaHEeJIb MepOHpHHTI/Iﬁ, KOTOpasa

OTO6pa>KaET CITHCOK COOBLITHUM U 3aaa4.

C MOMOIIIBI0 KHOIIOK < 2 (mocTynHBI TOJMBKO HA MaHeJIM KajeHAaps) Bbl MOXeTe
MePeKITI0YaThCsl MEXTy TPeMs peXKuMaMH TTaHesTu:

— 3amayu.

— CobOBITHY.

— CoOnITHd U 3a0a4U.

6.12.1 3amaun

[Tanenb 3a/1a4 COMIEPIKUT CITMCOK BCEX UMEFOIITUXCS 3a71a4.
Jlyist mobaBiieHust HOBOM 3a/1a4y BBIIOJIHUTE OJTHO U3 CIIEAYIONIUX JeHCTBUIMA:

— IIeJIKHUTE JIBOMHBIM KJIWKOM B CBO60,I[HOM MecCTe CITMCKd, OTKPOETCA OMUaJIoroBOe
OKHO CO30aHH{ 3ad49H. 3aroJIHUTe TO0JIs Cl)OprI, HA>XMUTe KJIaBUIITY Enter, 1 HOBas

3a71a4a J00OABUTCA B CIIUCOK;

— B JIIOOOM MecTe MaHelHn HpaBOfI KHOIIKOM MBIIIIA BBI3OBUTE KOHTEKCTHOE MEHIO,

BbIOepuTe HoBas 3aaua;
— HaxxMuTe coyeranue kiasuml Ctrl+D;

— KJIMKHWTE B II0Jie BBOJida B HIXKHEM 4YacTH MaHeIu MepOHpHHTHﬁ, BBeJUTe MM

3azmauu, HaxxkMmute Enter. B crivicok 3amay qobaBuTcsa HoBag 3a1ava.
J1Jist peakTUpOBaHUS 3a/1aY¥ BBIIOJIHUTE OJTHO U3 CIIEAYIONTUX JIeHCTBUM:

— Ha’>XMUTEe Ha 3a[1d9y JIBOMHBIM III€JIKOM MBIIIIH;



966
502220.29144487-2016-01 34

— BbIOepuTe 3a/1ady, TPaBOM KHOIKOM MBIIIIK BHI30BUTE KOHTEKCTHOe MeHIO, BbibepuTe

OTKpHITH 3a71a4y.

Boibepute 3amady, MpaBOM KHOMNKOM MBIIIM BbI30BUTE KOHTEKCTHOe MeHI0. B
KOHTEKCTHOM MEeHIO 33J1a4M JIOCTYIIHBI CJIeAyIoIIre KOMaH/Ibl:

— OTKpBITH 33/1a4y .

— Hosag 3agaua Ctrl+D.

— Bripesats Ctrl+X.

— Komnuposars Ctrl+C.

— BcraButs Ctrl+V.

— OTMeTHTb BBLIIIOJTHEHHEIE.

— Ilpuopurer (Huskuii, O0brunsbii, Beicokmii).

— Omnoxwuts 3agavy (1 gac, 1 nens, 1 Henero).

— Kanenpgaps (BeIOpaTh KasmeHAaph M3 CIMCKA AOCTYIIHbIX).

— IIpeo6pasoBats B (Coobienue, CodbiTHE).

— Ypanute 3aiauy.

6.12.2 CoObITHS

Cy1iecTByeT Tpy BapMaHTa 0TOOpaXkeHUs CITUCKA COOBITHIA:

Jlennb

PexxuM BITIO9aeTcs B koMaH/IHOM MeHIO Bupg > Meponpusitus > Iloka3pIBaTh ieHb.
Ha skpane oTobpakaeTcst yIipaBiisifoliiasi aHeslb 0TOOpaskeHUsI U BbIOOPA JIHS, a TaK)ke [aHellb
COOBITUI TaHeb COOBITHUH, KOTOpasl COJEpPXXUT CIMCOK COOBITUH Jii BbIOpAHHOTO [THS.

Hcrnonb3yiiTe KHONKM < KU >, a TakXKe KaJleHJapb IS IIepeKJIfouYeHrs TeKylled IaThl.

(cMm. Pucynok 1042).



967
502220.29144487-2016-01 34

14I'I|-| <« @ >

Hoabpe 2022 KH 46

Ilﬁg Hoeoe cobemue

CerogHa
JaeTpa

11:00 NpoekT 1
12:00 O6zop

NMpegcroawme (5 gHEH)
17 HoAbpAa 2022 . 14:15
Ges_HaseaHWA

Pucynok 1042 - Pexxum otobpaxkenus JleHb
Kanenpaps

Pexxum Bkiroyaercsi B koMaHIHOM MeHI0O Bup > Meponpusatusa > Iloka3siBaTh

KajeHaapuk. Ha skpaHe oToOpajkaeTcst yIpaBJsiolias MaHejlb 0TOOpaXkeHUs! U BbIOOpa JiHS, a
TakKe IIaHejlb COOBITUM IIaHelb COOBITHH, KOTOpasi COIEepXXUT CIIMCOK COOBITUM Jyis

BbIOpaHHOTO [HS. McCronb3yiTe KHONKM < W >, a TakKe KajleHJapb Jyis TepeKTIoueHwUs

TekyIe naTol. (cM. Pucynok 1043).

< Hoatpe > € 2032 >

Mu Br Cp ur Mr Co Bc
1 2 3 4 5 [
7 9 10 11 12 13
14 15 16 17 18 15 20
21 22 23 M4 B w7
28 29 30

Eg Hogsoe cobemae

CerogHa
3asTpa

11:00 Npoert 1
12:00 O6zop

MpeacToAwme (5 gHEH)
17 nonbpa 2022 r. 14:15
be3_HaseaHuA

Pucynok 1043 - Pexxum otobpakenus Kanengaps
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ToNbKO CIICOK COOBITHI

Pexxum Britodaercss B koMaHjgHOM MeHi0 Bup > Meponpusatus > Hwuuero He

MOKa3bIBaTh. Ha skpaHe oToGpakaeTcst TOIBKO CIIMCOK COOBbITHIA (CM. PucyHok 1044).

Iﬁ Hoeoe cobbimue

Cerogua
JaeTpa

11:00 NpoerT 1
12:00 Ofzop

MpeacToAwKe (5 AHeH)
17 nonrbpa 2022 r. 14:15
bes_HazpaHMA

Pucynok 1044 - Pexxum otobpakenus: ToIbKoO CITHCOK COOBITHI

m
[£a Hoeoe cobhmue

HJIS[ CO31aHHKs1 HOBOI'O COOBITHS HAXKMUTE KHOIIKY , OTKpPOeTCd JuaJior

CO3IaH1s HOBOT'O COOBLITHUY.

B cmnucke cobeituii BbibepuTe COOBITHE, IIPAaBOWM KHOIIKOW MBIIIA  BBI3OBUTE
KOHTEeKCTHOe MeHIO, B KOTOPOM OylyT IOCTYIIHBI ClleAyIOIIie KOMaHbl:
— OTKpBITE.
— IIpeo6pazoBath B (Coobmenue, 3agady).

— Y nanuts coositue Del.

6.12.3 CoObITHd M 3amaUun

ITaHens coOwbITHM U 3d/ld4 COJAep>XUT OJHOBpeMEHHO 00e BBINIEONHCAHHLIE IIaHeJIH,

pacIoioXXeHHbIe 110 BepTUKAJIA APYT OTHOCUTENBHO JIpyTa.

7 3AJAYUN
7.1 IlaHenn 3amau

Yrtobbl OTKPLITE IIdHeJIb 3da/1d4, BBIIIOJIHUTE OJJHO M3 CIIeJYIOIHUX JeUCTBUU:

— BbIOepuTe MyHKT KOMaHIHOTO MeHI0 CoObITHS U 3aa4uu > 3ajayuH.

— Ha IaHeJId UHCTPYMEHTOB HaXKMHUTe KHOIIKY BbI30Ba MeHI0O — (MeHI0 MoitO¢uc

ITouTa), B mosiBUBIIEMCsl MeHIO BbiOepuTe CoOBITHS U 3a7a4u > 3aja4u;

— Haxmure coueranue xiasuil Ctrl+Shift+D.



969
502220.29144487-2016-01 34

Ha o5kpaHe mosBUTCS  HOBas  CcTpaHuiia J3agadd  (cM. Pucynok  1045).

Maxens MHCTRYMEHTOB Cnucok 3agay

1 Bagam - MylficeMail - O ®

k4 Exagnume
& 06HoenTe O CriopoHksages  F3Homoe cobome [ Hopam sagawa  # Nposcs [ 9nasns = | Pl x
& Hombpe > ¢ w2z 3 B (B Howma sz o S |aadn | | 0D SwnwTp aages <Ol ShifeE s ¢ Hostpe 3 ¢ 2R > B
M= B Ca N Nf O6 B
M B Lo Mr M 08 BCOCR | paspane CocToanme Epos BfnonHERIR ® 1 2 3 4 5 &
i 2 3 4 35 L
. ~ s o7 8 3 wlm om o
oot o o ow ow o 1 Mepenars n Gpramesss: e G115 % U 1 @ MW
[ IO T -
; z ;: » B X 2_? [ Tecnapoeamss npracmersei K HENCAHEN D 12 noatpe 2022 1. 22:30 i B ¥ = 1
6
Ol TesyamE s
u ﬁmmﬁm
D Cerapses
CofpaTn CREREHAN 6 NOCAE e 38_ = Mpecpirdta S HoAGEA 2022 1. 1500
(7 He cerogpn Saeps
(0B pabare Npeactossme {5 Anei)
(0 Npancronumne Ll nummzr.nno
(7 Mpotpcuennie CobipaTh coag; L] LhL 8 OTMETHTL Bpinarsetkze | w poerT 1
PR OpranmsaTap: Ansscansp @ 15 mondps 20221 1200
OB CMHpHCE Otzop
(O COCTOARKMED MpOCPoMEHE
Haneupage
O Mok HanRhee
B MO [Tasks Anendinan Crnnon]
@ MofiOgus [Anekcanap Prugeor]
@ MofOduc [Ensrs Crsgnosa)
= | i) Mepengimima A
MaHens KaneHQapa Mavene npocsMoTpa sapaqun CTpoKa cocToRHHA Maxene MeponpHATHA

Pucynok 1045 - Crircok 3ama4
OJleMeHTHI TTaHeJH 3a/iay:

— [lanens UHCTPYMEHTOB.

— [Tanens xanewgap4.

— Chucok 33y1ad.

— ITanenb IpocMOTpAa 3aJavu.

— Ilazenb MEepONIPUSTHM 3aa4.

- CTpOKa COCTOSHUS, COOEPXUT KHOIIKY OTOﬁpEDKEHI/IH [Tanenyu MepoOIpUITHI 3a1aY.
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7.2 Cnucok 3ama4g

Cnucok 3ajja4 COMIEPXKUT YIPABJSIONIYIO0 TAHEIb M HEIOCPeCTBEHHO CaM CIIMCOK,

coJiepXKalliun

3a1a4u

Hosas 3agava | WEnkHwTe 3pece ana gofasneHwa HOBOW 3aaum

! | Hassanwe

O

O o 0O o O

SAKOHYHTE HCCAEA0BaHME

Mepenats B GyXranTepuo

TeCTHPOBaHHE NPHUACHEHHIA

3anava AncrcaHapa

CoBpaTs CEeASHMA O NOCNEAHHX 3843YaX

Bctpeya C konnerammn

K vcnonxexmo

K HCnoAHEHHD

* [lpocpo4eHa

+ [pocpodeHa

* [pocpoyeHa

# [pocpoyeHa

(cm. Pucynok

1046).

PuneTp 33 a4 <Ctrl+Shift+K>

Cpot BbINCAHEHWA

12 HoAbpa 2022 1. 22:30

11 HoRbpA 2022 r. 22:00

9 Honbpa 2022 r. 18:00

11 HoRbpa 2022 1. 22:00

Pucynok 1046 - Criucok 3agau

LS U S NS

OTMETHE © BbINCAHEHHH
MpHopuTeT

Hassahme

CocroAnne

Cpok BbINOAHEHKA
Nata ExNoNHEHHA
Mecro

Kanengape

AsTop

BoCcTaHoBMTE NOPALCK CTONCLOE

]

BbI6epI/ITe 3a1d41y B CIIMCKe " HpaBOﬁ KHOITKOM MBIIIW BBI30OBUTE KOHTEKCTHOE MEHIO.

ByayT noctynHbl criefytoliiye 1edCTBYs 1Jisi BHIOpaHHOM 3a/1auu:

OTKpBITh 33124y .
Hogas 3apgaua Ctrl+D.
Bripesats Ctrl+X.
Konuposars Ctrl+C.

Bcrasuts Ctrl+V.

OTMeTHUTD BBITIOJIHEHHBIE.

[Tpuopurter (Huzkuii, O0brunbIii, Beicoknit).

OTnoxuts 3amauy (1 gac, 1 gens, 1 Hemeno).

Kasnennaps (BbIOpaTh KajieHJaph U3 CITUCKA JIOCTYITHBIX).

[Ipeo6pazoBats B (Coobdurenue, CobdbiTHE).

Y nanute 3amavy.
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Crrcok 3aad COAEepXXHUT KOJIOHKH, OTOOpakeHHMeM KOTOPBIX MOXHO YIIPaBJISTh C

58
IIOMOIIbIO MEHIO BbI60pa komoHOK. Hakmure Ha KHOIIKY W B BbIIaJamoIIeM CIIMCKe

OTMeTbTe KOJIOHKH, He00X0/IMMBle /IJIsl 0TOOpaXkeHUs], UCXOJISl U3 CIIeIyIOIero CIHCKa:
— OTMeTKa 0 BBIIIOJIHeHHUH.
— [Ipuopwurer.
— HasBanue.
— CocrosiHue.
— CpoK BBIIIOJIHEeHHSI.
— JlaTa BBINIOJIHEHUSI.
— Mecro.
— Kanenpapes.
— ABTOD.

BbI6epI/ITe BoccranoBuTh MopAnoK CTOJIGHOB I 1epexo/ld B OpUI'MHAJIbHOe

COCTOsSIHME T10 YMOJIYaHHIO.

7.3 Ilanens mpocMoOTpa 3aia4u

HpI/I BbI60pe JJIeMeHTa B CIIMCKe 3a0d4 IIdHeJIb [TPOCMOTPA 3d4d¥9 COOEPXUT TeKYIYyIo

BbIJIEJIEHHYIO 3aavy (cm. Pucynok 1047).
Mepepate B Byxrantepuro OTMETHTE BHINCAHEHHbIE | |~ |
Opranmzatop AnercaHap ' '
CMHpPHOE Hwuakmia
CoCTOAHKE: .
K MCNoNHEH WD v OBbuHbIi
Beicokmi

Pucynok 1047 - [IpocmoTp 3amgauu

Ha manenmu otoOpakaroTCs Takue jeTanyd 3amauyd, kak Omucanue, OpraHusaTop,

Cocrognue.
B mpaBo#i 4acTy maHesb COJIePKUT YIIPaBJISIOIIHe 3JIeMeHThI, T03BOJISIOIINe:

— OT™MeTHUTh 3371a4y KaK BBITIOJTHEHHYIO.
— W3amenuts npuoputet 3anaun (Huskwmit, O0braubiii, Beicokuii).

— Ypanute 3a1ady.
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[Tanensb kanenmaps comepxut (cMm. Pucynok 1048):

— He0OJIBIION KajleH/1apb, 0TOOPaXKaoLUi TeKYIIUN MeCsIl.

— GuUIbTp OTOOpAKEHHUs 3a/1a4.

— CIIMCOK BCeX JIOCTYIHBIX KaJIeHIapew.

PuIbTp 0TOOpaXkeHUs 3a71a4 COJEP>KUT BAPUAHTHI UCXOJIS U3 CIIeAYIOIIero CIMcKa:

— Ha ceromus.
— B pab6ore.

— I[Ipencrosiue.

— IIpocpoueHHBbIe.

— BrinmosHensxrnie.

— Bce.

< Hione
Mu BT
4 5
11 12
18 18
25 26

Morasats
() Ha cerogha
(") B pabiote

Cp

h

27

() NpencroAwme
() MpocpoyeHtme

() BeinonHeHHke

(@) Bce

Haneupape

Mol KaneHaape

MoROdKe (Tasks AnexcaHnp CMHPHOB)
MoRCbKe (Anekcasap CMWpHOB)

£

14
71
28

2022

15
22
29

Mo Cdme (EneHa CMMpHOBE)

Co

16
23
30

Pucynok 1048 - Ilanens xkaneHgapsi
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I[J'IS[ OT06pa)KeHI/IH / CKPBITHA IIaHEeJId KaJleHOdapsd »OeJIMKOM B KOMdHIHOM MEHIO

BbiOepuTe Bupg > Kanenpaps > Ilanens kanenpaps > IlokasaTh nmaHenb KajieHAaps.

I[J'IS[ OTO6pa>KEHI/I$I / CKPBITHA IIaHEeJIM C MaJIeHbKHUM KaJleHJdpeM B KOMdHIHOM MEeHIO

BbiOepuTe Bupg > Kanenpaps > Ilanens kanenmaps > Kanengapuk.

HJ’[S[ 0TO6pEDK€HI/ISI / CKPBITHA IIdHEJIM CO CIITMCKOM KaHeH}IHPEﬁ B KOMdHJIHOM MEHIO

BbiOepuTe Bupg > Kanenpaps > Ilanens kanenmaps > CniMcok KajieHaapeii.

HaBI/IFaHI/IH 10 MaJIEHbKOMY KdJIeHJdapPlO IIO3BOJIIET 3a[ddTh OdTy BHOBDb Cco37aBaeMou

3aJIa4M.

DYHKITMOHAJ CIIMCKa KaJleH[apel Mo3BoJIsieT YIIPaBIsiTh BUIUMOCTBIO KaJleH/1apey.

7.5 Co3ganue 3agaun

J71s1 co3manusl HOBOM 3a/1a4y BBIIIOJIHUTE OHO U3 CIIeyIOLIUX 1eUCTBUM:

- BbI6epI/ITe ITYHKT KOMdHJIHOI'O MEHIO0 CoOpITHA U 3ajayu > HoBag 3aia4a,

— BblOepyTe TYHKT KoMaHnHoro MeHio CoObrTma u 3agauu > Kanenpmaps, B

OTKPBIBIIEMCS KdJIeHape BbI6epI/ITe JeHb, BBI3OBHTE KOHTEeKCTHOe MeHI0 U

BbIOepuTe koMaH 1y HoBast 3amaua;

— Ha [IaHeJId MHCTPYMEHTOB HaXXMHWTe KHOIIKY BbI30Ba MeHI0 — (MeHio MoiOd¢uc

IToura), B nosiBuBIIeMcs MeHIO BbiOepuTe Co3maTh > 3amaya;

— Ha [IAHEeJIM UHCTPYMEHTOB HAKMUTE KHOIIKY E2 Hosan 3apava

— HaxxMuTe coyeranue kiasuml Ctrl+D;

- BbI6€pI/ITe OJJHH U3 criocoboB CO3IaHM 3aJa4¥ Ha [1aHeJIM MepOIIPUITUU;

— Ul CO3J]aHMsI 3ajlaydl Ha OCHOBe COOBITHSI Bbibepure cOObITHE B KajeHiape,
OTKpOWTE JIJI1 Hero KOHTEKCTHOe MeHIo, janee Bbibepute IIpeobpasoBath B >
3agauy;

— I CO3/]aHMsl 33Jladyd Ha OCHOBe CO0OIIeHusl BbIOepuTe cCOOOIeHHe B CITMCKe,

OTKPOITe KOHTEeKCTHOe MeHI0, BbibepuTe IIpeodpa3oBaTs B > 3agauy.
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Ha skpane oToOpasuTtcs aAuaioroBasi NaHelb co3faHus 3amauu (cM. PucyHok 1049).

Hosaa zagava:

3apaua [paeka Bwa Hactpoiikk

[ Coxpannte u 3akpeite @ Mpueatiocte > [ Mpukpenvre [ YaanuTe

KaneHaapb: MorOduc (Tasks Anekcanap CMUpHOE]

HazeaHwe: [Tmm (oBAzaTeNEHO)

MecTo:

HanomuHarme: 08.11.2022 B 13:04 < hl'l
0

Cpok: [oa.1 1.2022 v 1404 v o

CocroaHume: K MCNonHeHWD

MNoeTop: He NoBTopATE A

OnucaHue: BnoxeHus:

T~B I U :=:Z

%l
%l
I
£

(é)

Mpuopurer. mill

Pucynok 1049 - Jluanorosas maHesb CO37JaHUS 337Ja41
Ha nanenu iyanora HacTpoiTe 110JIs 3a/1a4U:

— KaJleHJ]apb (BbIOepUTe M3 CIIMCKA JOCTYIHBIX CYIIeCTBYIOIIUX KajleH/1apen);
— Ha3BaHMe 33/1auu (00s13aTesIbHBIN TapaMeTp);

— MeCTO 33/1a4y;

— HaCTPOWKU HallOMMHAHUK O BpeMeHU 33/1a4H;

— CPOK BBITIOJIHEHUS 3a/1a4H;

— COCTOdHHEe 3aJda4Yu (BbIGepI/ITe U3 TMpeajyio)KeHHbIX BdPUAHTOB: K HCIIOJIHEHHIO,

Brinonnsercsa, Beimonrnena, OTMeHeHo);
— YaCTOTa IOBTOPeHMUsI 3a/1a4H;
— OIHMCAaHUe 3a0a4U;

— BJIOKeHHs B 3a1a1y.
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7.5.1 HarmoMuHaHue U CPOK BBIINIOJICHHS 3a/Ia4U

[Tone HamoMuHaHue CONEPXXUT JIaTy U BpeMsi HarloMUHaHUsl 0 cobbituu. [lone Cpok
COJIEpXXUT HaTy W BpeMsi BO3HHUKHOBeHUs COObITHS. [Ipm HeoO6XOAMMOCTM MOXKHO CBSI3aTh
3HAYeHUs ITUX ITIOJIed JiJi TOTO YTOOBI TPU M3MEHEeHWM JIaThl 3aBepIeHUs] COOBITUS BpeMsi

HAIIOMHWHAHH CABUT'AJIOCH C Y9eTOM IAJIMTeJIbHOCTHU 3a1d4U.

Jlng Toro, 4roOBI CBs3aTb JaHHBIE TIIOJS, HAKMHUTE Ha CHUMBOJI, O0O0O0O3HaAYaIOIIWH

CBSI3bIBaHUE ToJIe Hamommnnanue u Cpox (cm. Pucynok 1050).
Hanomwnanve: %3 08.11.2022 v 1304 i .
i
Cpox: 08.11.2022 v 14:04 v ,Ju

Pucynok 1050 - HecBsizannsle nons Hamomunanue 1 Cpok

Ecmu cBa3b BKJIIOY€Ha, TO IIpyU HW3MEHEeHHWH 3Hd4YeHUsd OJHOI'0 U3 roJjeun 6YJI€T

aBTOMAaTHUYECKU CKOPPEKTHUPOBAHO 3HaYeHue BTOPOTO (cm. Pucynok 1051).
HanomuHarme: 08.11.2022 v 1304 v '"'n
| , 0
Cpox: 08.11.2022 v 14:04 =

Pucynok 1051 - Cs3annsle nons Hanmomunanue v Cpok

B xomannHom MeHio BbiObepure Hacrtpoiiku > YacoBoit mosic. [Ins mnonei

Hanomunanue u Cpok OynyT oToOpaXkeHbl 3HaUeHHUsI YaCOBBIX MOsICOB (cM. PucyHok 1052).

HanomMuHaHwne: 08.11.2022 w 13:22 W -1I'I Eepona/Mocksa
- - ﬂ - “ sty
Cpok: 08.11.2022 A 14:22 v o Eepona/Mockea

Pucynok 1052 - OTobpakeHue 4acoBoro mosica
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HaxxmuTe Ha MeTKy 4acoBOro Imosica, Ha 3KpaHe BO3HUKHET BCIUIbIBAIOIee MeEHIO,
cojiepxalliee CIHMCOK HeIaBHO BBbIOpAHHBIX YacOBbIX MOsICOB. Bribepute [{omosHUTeILHBIE

JacoBbIe Mosica JjIsi BO3MOXKHOCTH BbIOpaTh JApyroil 4acoBoit mosic (cM. Pucynok 1053).

YKaKUTE Hacoaoi NOAC x

08.11.2022 v 13:22 v

Espona/Mockea v

orsen

Pucynok 1053 - Beibop 9acoBoro nosica

7.5.2 YacTroTa mOBTOpEeHHUA 3a/ia4H
B pasnene IloBTop BbIOepuTe u3 CIIMCKa HEOOXOJMMOe 3HauyeHHWe WCXOJs U3

BApUAHTOB:

— He [IOBTOPATb;

— eXeJHeBHO;

— eXeHeJleJIbHO;

— Kbl Oy/THUI JIeHb;

— KaK[ble [1Be HeJlelly;

— eXeMeCsI4YHO;

— eXeroHo.
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Jlyist GoJiee eTanbHOM HACTPOWKM B 3TOM >Xe MeHIO BbiOepuTe HacTpouTh, Ha 5KpaHe

0TOOpasuTCs OMAJoroBas IMaHeldb HACTPOWKM IMEpUOIWYHOCTU 3amauu (cM. PucyHok 1054).

MaMEHKTE NOBTOPEHMA *
3a4aTh NEPHOANUHOCTE
MNoBTORATE  ewegHEBHO ™

o Kaxaoim 38 aeHe

Kax el jeHs HEAEAW

¥poneHb NOBTOREHWH
HEeT KaHeyHoW AaThl

o MoeTopATe TONBKD 6 [ pa3

Moetopare go 0817 2022 o

MpeABapUTENLHLIA NPaCMaTp

Horbpe 2022 Aexabps 2022 Ansape 2023
MH Br Cp Y47 Mr C6 Bc MH Br Cp Y7 Mt CB Bc MH Br Cp Yr Nt C6 Bc
1 2 3 4 5 B 1 2 3 4 1
7B 9 10 11 12 13 5 6 7 8 92 101N 2 3 4 5 & 7 B
14 15 16 17 18 19 20 12 13 14 15 16 17 182 9 10 11 12 12 14 15

21 22 23 24 25 26 27 19 20 021 22 23 024 25 16 17 18 1% 20 21 22
28 29 30 26 27 28 2% 30 31 23 24 25 26 27 28 28
0 AN

Pucynok 1054 - Hactpoiika 4acTOTbI TOBTOPEHHs COOBITHS

3a,ua171Te IIEPpUOAUYIHOCTDb BBIIIOJIHEHUA 3d1d4U. B 3aBucumoctu oT BbI6paHHOFO

BapuaHTa OyJileT oToOpaXkeHa JIOMOJIHUTESTbHAS ITaHeJTb HACTPOUKHU.

[Ipu BbiOOpe IlOBTOPSATH exeqHEBHO Ha OJKpaHe IOSBJISIOTCS JIOMOJIHUTENIbHbIe
yIIpaBJISIIOIIME 3JIeMeHThI, TI03BOJISIIOIIMe BbIOPAaTh MepUOAUYHOCTb JTHeW (KaXK[IbIM 3a/laHHbIN

JleHb), oo KaoKIbII IeHb Henenu (cM. PucyHnok 1055).

3anaTe NEpUOgUUHOCTE

MosToOpAT: | exegHEeEHOD b

0O Kaxapii 3 (%] nenb

Famabiil geHs Heae

Pucynoxk 1055 - Hacrpoiika exxefHEBHOTO ITOBTOPEHUS
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[Tpu BeiOOpe IIOBTOPATH ekeHeNEJILHO Ha JKpaHe TOSBISIOTCS JIOMOJHUTENbHbIe
MO3BOJIIONIME BBHIOPATH MEPUOAUYHOCTh Hedelb  (KaXkIyro
BO3HHMKaTb COOBITHE

1056).

yIpaBJISIIOIIe  3JIeMeHTHl,
3aJlaHHYI0 HeJlel0), a Takke IHU HeJenw, B KOTOpPble AOJDKHO

(cm. PucyHok

3apath NEpPUOSNUHOCTE
MNoBTopaTe | edeHEARABHD

Kawayio 149 Heaeaw

B M Cp | Yr it a3 Be

Pucynoxk 1056 - Hacrpoiika exxeHe[ieIbHOTO IIOBTOPEHUS

HpI/I BbI60pe HOBTOpﬂTb eIKEeMeCAYHO Hd OKpaHe IIOABIIAIOTCA OOIIOJIHHUTEJIbHbIE

yIpaBJISIIOIe JJIeMeHThl, IO3BOJISIIOIIME BbIOPATh MEPUOAUYHOCTb MecsieB (KaXabli

3aJJaHHBIA MecsIl), a TakKe MO0 KaXIbl KOHKPEeTHBIM JleHb Heflelld, JIM00 KOHKpeTHbIe THU
COOBITHE (cm. Pucynok 1057).

mecdna, B KOTOp&bIE JOJIZKHO BO3HHUKATBH
3apaTh NEpHOAWYHOLTE
MosTopars  ewesecauno =
Kameaplia 1% mecay
S 1 K L

K 5 B 7

1 [ 2 [ 3

ERER v | 1 1z | 13| 14

© Beneapoune s | 15 | 16 KD 18 | 19 | 20 | 21
22 | 23 | 24 | 25 | 26 | 27 | 28

29 o 3 MocneaHyiA geHE

Pucynoxk 1057 - Hactpoiika exxeMecsYHOTO TOBTOPEHUSI
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HpI/I BbIﬁOpe HOBTOpHTb €KEeromqHo Hd OSKpadHe IIOSBJIAOTCA OIIOJIHUTEJIbHbIe
yYlpaBJ/idromye 3JieMeHTbI, MO3BOJISIoIe BbI6paTb IepuoaANYHOCTL JieT (Ka)K,IIbeI 3aJIaHHbIN

rojl), a TakXKe JUOO KaXXAbli KOHKPETHBLIM JIeHb He/lesid, JTUOO KOHKpEeTHbIe THU MecsIia, B

KOTOpbIe IOJDKHO BO3HUKATh coOpITHe (cm. Pucynok 1058).
3apaTh NEPUOAMUHOCTE
IOETOPATE  EMEr0gHD b
Kanapii: 1% roa
LV ] o w
0  oropoi v | BropHak v
Hoabpe

Pucynoxk 1058 - Hacrpoiika exxerogqHoro noBTOpeHust
[Tpu mo60M M3MeHeHWH TTapaMeTPOB MEePUOAUYHOCTH Ha NaHenu IIpeaBapuTeIbLHBIH

IIpoCcMOTp 6y,HYT BbI€JIEHbI 1HW, B KOTOPbIE IdHHAA 3d/1d4d 6y,[[€‘T IIOBTOpPEHA.

7.5.3 Hacrpoiika npuBaTHOCTH 3aia4yu
JlJ1s HaCTPOMKY PUBAaTHOCTU 33JJa4y BBIIIOJIHUTE OJTHO U3 CJIeAYIOIINX JAeHCTBUM:
— BbIOeprTe MYHKT koMaHAHoro MeHio Hactpoiiku > IIpuBaTHOCTB;

L'
— HOXMUTE KHOTIKY i Mpuearrocrs :

B mosBuBIIEMCS crucke BbIOepUTe THII TIPUBATHOCTH, HWCXOAS W3 CIJIEAYIONIUX
BapUaHTOB:
— y06JInYHOe COOBITHE;
— IMOKA3bIBaTh TOJIBKO JIaTy U BpeMs;

— JINYHOE COOBITHE.
7.5.4 Jlo0aByieHHe B/IOKeHHH B 3aja4y
CymiecTByeT BO3MOXXHOCTb JI00aBJIeHUS BJIOKeHUM B 3a7a4y. THUIIbI BIOXEHUN:
— darin;

— CCbUIKA Ha BeO-CTpaHUILY.
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Jlna Bnoxenus ¢ailoB B 3aJady HaKMHTe KHOIKY U Mpuxpenurs

Ha TaHeIu
peIakTUPOBaHUS 3afladv. B OTKpBIBIIIEMCS CHCTEeMHOM [Majiiore BbiOepuTe ¢aii, Mocie

BbIOOpa OH OyJieT oToOpaXkeH B naHeny BiioxkeHus.

Jlyist TOoro, YTOOBI MPUKPETUThL BeO-CTpaHUITy K 3a/iaye, BEIOEpUTe OJIUH U3 CIIeYIOIIHUX
CII0Cco0O0B:
— BbibepuTe yHKT MeHi0 Hacrpoiiku > IIpukpenuts > Be6-cTpaHuiry;
— Ha MaHeJX BJIOXKeHUH OTKPOMTe KOHTEKCTHOe MeHI0, 3aTeM BhIGepuTe IMyHKT

IIpuxkpenuTh Bed-CTpaHHILY.

B otkpbiBiIeMcs auasore BBeAWTe ajipec BeO-CTpaHUIIbI, OHA OyAeT oToOpaxkeHa B

MaHeIx Bioxenust (cm. Pucynok 1059).

Onucanwe:  Bnosedwa (3 YyactHuew (1)

1.htrnl
hmtoggle_arrow.gif

myoffice.ru

Pucynok 1059 - [Ianenb BiioXkeHUH B peJlakTope 33J1a4u

Ilo waxxaTuio Hp&BOI:I KHOIIKM MBI HAd HWMEHH BJIOXKEeHHs Ha 3KpPdaHe BO3HHUKAdET

KOHTEKCTHOe MeHIO, co/iepKalliee cjiieJyroniye 3jieMeHThbI:

— OTKpBITH - daiin OyeT OTKPHIT B COOTBETCTBYIOIIEM ITPUIIOXKeHUH, CChIJIKA Ha BeD-
CTpaHUIly OTKPOEeTCS B CUCTeMHOM Opay3epe, TO ke caMoe JleCTBUe IPOU30HIeT

IIpU IBOMHOM KJIMKe Ha BJIOXKeHHe.
— CoxpaHuTts - 6yZieT OTKPBIT CUCTeMHBIH JTUaior COXpaHeHUs! BIIO)KeHUsI Ha JIMCKe.
— KompoBarts ccbUIKYy - B Oydep obMeHa OyieT CKOIMPOBaHA CChIJIKA Ha BIIOXKEHUe.
— Ynanurs - BioxeHue OyzieT yiajgeHo U3 3a/laui.

— Ynanurts Bcé - Bce BiIoXkeHUs Oy/ieT yJlajeHbl U3 3ajauu.
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7.5.5 IlpuopuTreT 3agaun

Iyt Toro, 9To6BI HACTPOUTD IPUOPUTET 3a/la4yM, BelOeprTe MyHKT MeHI0 HacTporiiku >

IIpuopurer. B oTKpBIBIIIEMCS CITMCKe BbIOEpHTe OJJUH U3 BADUAHTOB IPUOpPUTETA:

— HU3KUH,
— OOBIYHBIH;

— BBICOKU.

7.5.6 CoxpaHeHmue 3a1a4u

Il coxpaHeHUs HOBOM 3a7lauy Ha IaHelW pellakTUPOBAaHUS 3afaud BblOepuTe ITyHKT
MeH10 3aga4da > CoxpanuTtb. [lj1s coxpaHeHUs 3a7jauy U 3aKpbITUS AUaiora BblOeprTe IyHKT

:%CGXPEIHMTE M ZaKPLITE
MEeHIO 3&]_!-’:1‘-[.’:1 > COXpaHI/ITI) H 3dKPbITD, MO0 HAXKMUTE KHOIIKY .

7.6 PemaxTupoBaHMe 3aga4u
7151 pegakTUpOBaHUs 3a[jla4M BBITIOJIHUTE OJHO U3 CIIeyIOIINX JIeUCTBUN:
—Ha IlaHenu meponpusaTHii BbIOepUTe 33/layy B CIKMCKe, HAXXMUTE MPaBYI0 KHOIKY
MBIIIIH U BBITIOJTHUTE MYHKT MeHI0 OTKPBITH 3a/1a4y;
—Ha Ilamenmum MepompusaTHii BbiOepuTe 3a7jauy B CIIMCKe, COBEpIIUTe JIBOWHOMU
IIeTY0K JIeBOM KHONKOM MBIIIU;
—Ha [aHeinu 3afa4u BbIOepuTe 3alMCh B CIKMCKe COOBITHH, JIsi 3TOTO HAXXMHUTE

KHOTKY # Npaexa ;

— Ha IIdHeJIu 3a11a‘m Ha’XMUTE Had 3a1d9y JTBOMHBIM IIETYKOM MBIIIIH;

— Ha [aHely 3afa4yM BbIOepUTe 3alMCh B CIIMCKe 33/lady, HAXMHUTe IPaByl0 KHOIKY

MbIIIM U B KOHTEKCTHOM MEeHIO BBLITIOJIHHUTE ITYHKT MeHIO OTKPBITB 3a1avy.

Ha OKpdHe OTKpOeTCs HOUajior peddKTHUPOBAHUS 3dddYHU. Ero BHemHu BUO H

qDYHKI_[I/IOHaJ'IbHOCTb dHAJIOTUYHbI AHUAJIOTY CO3adHHWA 3a1dY9H.

7.7 Ynanenue 3agauu

Jlyist ynaneHus 3afiauy BBITIOJTHUTE OJTHO U3 CJIeAYIONINX JIeHCTBUM:

—Ha [laHenu MeponpUsTHH BbI6epI/ITe 3dlda41y B CIIMCKe, 3dTeéM Ha>XMHTe IIPpaBYyIO

KHOIIKY MbIIINX U BbIIIOJIHUTE ITYHKT MEHIO YHHJII/ITB 3a/iavy;

— Ha [lanemm MEepOIPUSTUMN BbI6epI/ITe 3a1d4y B CIIMCKe, HA’)KMHUTe KJIdaBUIITY DEI;

— B Cniyicke 3aj1a4 BbIbepuTe 3a/1auy, HaXXMuUTe KiiaBuily Del;
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—B Cnoucke 3a7a4 BblbepuTe 3ajlady, Ha IMaHEJW WHCTPYMEHTOB Ha)XXMHUTe KHOIIKY

]ﬁl ¥aanuTe

. ¥aanuTe
— OTKpOUTe JUaJIOT peJdKTUPOBAHUY 3d[1d91, HA’)KMUTE KHOIIKY m A

7.8 Ilanesb MeponpHATHH

OTKpOI;'ITe I1aHeJIb MepOHpI/IHTI/If/'I Ha IIdHeJIK 3a/la4 OOHUM U3 CJIeJyIOoInX CIT0COOOB:

— BbIOeprTe IYHKT KOMaHJHOrO MeHI0 Bup > Meponpusatua > IlokasbiBaTh

MepOIPHUATHS;

— Ha [IaHeJId MHCTPYMEHTOB Ha)XMHTe KHOIIKY BbI30Ba MeHIO — (MeHI0 MounOdguc

Ilourta), B nosiBuBIIEeMCsi MeHIO BbiOepuTe Bupg > Meponpustus > Iloka3piBaTh
MepONPUSTHSA;

—B HIKHEM IIpaBOM yIJly OKpaHa Ha CTPOKe CTaryca HaXMUTe KHOIKY

[:‘1;6] MeponpuatHa A

— naxxmure F11.

B mpaBoii 4acTh OCHOBHOIO 3KpaHa OTKpPOeTCs IaHejlb MepoIpUsTHH, KOTopas, B

OTJINYHe OT HaHeJIW MepOIPUSTHUM KaleHaaps, OTO6pa)Ka€T TOJILKO CIIMCOK COOBITHH.

Cy1iecTByeT Tpy BapMaHTa 0TOOpaXkeHUs CITMCKA COOBITHIA:
Jlennb

PesxuM BkITIOYaeTcs B KOMaHIHOM MeHIO BI/IH > MEpOIIpI/IHTI/Iﬂ > Iloka3swsIBaTh JEeHb.

Ha skpaHe oTobpakaeTcst yIipaBiisifoliiasi aHeslb 0TOOpaskeHUs1 U BbIOOPA JIHS, a TaKXke IaHeslb
COOBITUI TaHeJb COOBITHUM, KOTOpas COJEepPXXUT CIMCOK COOBITUH Jii BbIOpAHHOTO [IHS.

Hcrnonb3yiiTe KHONKM < M >, a TaKXKe KaJleHJapb IS IIepeKJIfoYeHrs TeKylled IaThl.

(cm. Pucynok 1060).
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14I'I|-| <« @ >

Hoabpe 2022 KH 46

Ilﬁg Hoeoe cobemue

CerogHa
JaeTpa

11:00 NpoekT 1
12:00 O6zop

NMpegcroawme (5 gHEH)
17 HoAbpAa 2022 . 14:15
Ges_HaseaHWA

Pucynok 1060 - Pexxum otobpakenus JleHb
Kanenpaps

Pexxum Bkiroyaercsi B koMaHIHOM MeHI0O Bup > Meponpusatusa > Iloka3siBaTh

KajeHaapuk. Ha skpaHe oToOpajkaeTcst yIpaBJsiolias MaHejlb 0TOOpaXkeHUs! U BbIOOpa JiHS, a
TakKe IIaHejlb COOBITUM IIaHelb COOBITHH, KOTOpasi COIEepXXUT CIIMCOK COOBITUM Jyis

BbIOpaHHOTO [HS. McCronb3yiTe KHONKM < W >, a TakKe KajleHJapb Jyis TepeKTIoueHwUs

Tekylled naTel. (cM. Pucynok 1061).

< Hoatpe > € 2032 >

Mu Br Cp ur Mr Co Bc
1 2 3 4 5 [
7 9 10 11 12 13
14 15 16 17 18 15 20
21 22 23 M4 B w7
28 29 30

Eg Hogsoe cobemae

CerogHa
3asTpa

11:00 Npoert 1
12:00 O6zop

MpeacToAwme (5 gHEH)
17 nonbpa 2022 r. 14:15
be3_HaseaHuA

Pucynoxk 1061 - Pexxum oTobpaxkenus Kanenpapn
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ToNbKO CIICOK COOBITHI

Pexxum Britodaercss B koMaHjgHOM MeHi0 Bup > Meponpusatus > Hwuuero He

nokKa3bIBaTh. Ha skpaHe oToOpakaeTcst TOIbKO CITUCOK COObITHM (cM. PrcyHok 1062).

Iﬁ Hoeoe cobbimue

Cerogua
JaeTpa

11:00 NpoerT 1
12:00 Ofzop

MpeacToAwKe (5 AHeH)
17 nonrbpa 2022 r. 14:15
bes_HazpaHMA

Pucynok 1062 - Pexxum otobpakenus: ToIbKo CITHCOK COOBITHI

Tm
[£a Hoeoe cobhmue

Z[JIS[ CO31aHHKs1 HOBOI'O COOBITHS HAXKMUTE KHOIIKY , OTKpPOeTCd JuaJior

CO3IaH1s HOBOT'O COOBLITHUY.

B cmnucke cobeituii BbibepuTe COOBITHE, IIPAaBOWM KHOIIKOW MBIIIA  BBI3OBUTE

KOHTEeKCTHOe MeHIO, B KOTOPOM OylyT IOCTYIIHBI ClleAyIOIIie KOMaHbl:
— OTKpBITB.

— IIpeo6pazoBath B (Coobmenue, 3agady).

— Y nanuth coosiTue Del.

8 M3BEIIEHHUA O COBBITHUAX U 3AJAYAX

B CJIydde, eClid HACTyIldeT CpPOK OIloBellleHHusa O COOBITHUSX WIIN 3dld4aX, BO3HHUKAIOT
HAIIOMWHAHHA W YBeOOMJIeHH, HaCTpOfIKH KOTOpPBIX IIpHMBeJeHbl B pa3jiejlax HaCT[}OIleI/I

HalOMHWHAHWU, HACTPOMKU VBeIOMJICHUHU.

IIpy BO3HMKHOBEHMM COOBITMSI WM 3a/ladd B Cilydae, eClM OBbUIM yCTaHOBJIEHBI
COOTBETCTBYIOIIIAE HACTPOHKHU:
1. BosHukaet 3ByKOBOM CUTHAJ

2. Ha SKpdHEe BO3HUKAET CMCTEeMHbIM AUaJIOr C HallOMUHaHHWEeM O cobbITHIX / 3aa49ax

(cm. Pucynok 1063).
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Moura AnA «alexandr.smirnov@techwr.myoffice.rus noayuun 1 HoEoE €. 4
Hanomwnanwe o sapaue «Cobpate cospenma o Py Office Reminders
A NOCAEOHAK 3a834ans

LoDpaTh COEGEMAAR O MOCNESHEE 30084

Pucynoxk 1063 - CucremHas aHesb OIOBellleHUs O COObITHY / 3a/iaue

3. Ha OKpdHe BO3HHKAET NHAJIOTOBAas IdHeJIb, CoAepXXalllasd HallOMHUHAHUSA O COOBITHUAX

/ 3amavax (cM. Pucynok 1064).

Q- 4 HanomMKUHaHWA

- | X

Mpoekr 1
8 HoRGpa 2022 r, 11:30 - 12:30

MNoapoBHee...
CoBpaTe CEEAEHHMA O NOCAELHMY 33434ax G H
3apava Anekcangpa 11 H
TecTUpOBaHWE NPWUACHEHWA 1MH

OTNOMKWTE BCE HA ™

CTnosKTE Ha %

5 MKMHYT
10 ramHyT
15 muHyT
30 rarHyT
43 MUHYT
1 uac

2 vaca

1 aeHB

Pucynok 1064 - Ilanesnb HartoMUHAHKS O COOBITHSIX / 3a/1a4ax

Bribepute crpoky B crnucke, HaxxmuTe IlompoOHee... 17 OTKPBITHSI AUAIOTOBOU

[IaHeJI peJIaKTHUPOBAHMS COOBITHS / 3a1da4u.

HpI/I HeO6X0,I[I/IMOCTI/I OTJIOXKUTb WK TIPEKPATUTb coObITHE WIH 3a1d41y, BbIGepI/ITe

CTPOKY B CIIMCKe, Jlajiee HA)XKMUTe KHOIIKY OTioxuth Ha win IIpekpaTurs.

[Ipy HEoOXOAMMOCTU OTJIOKUTH WIA TPEeKpaTUTh BCe COOBITHUS WIA 3a/lavuH,

I/ICHOJ'IBBYI‘/’ITE KHONIKY OTJIOKHTE BCe Ha WA HPEKpaTHTL BCe.

9 AJIPECHAS KHUTI'A

9.1 OTkphITHE aipecHOM KHUTH

YToOBI OTKPBITh dIPECHYIO KHUT'Y, BBIIIOJIHUTE OJHO U3 CJIEAYIOIINX IeVCTBUM:
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— BbIOepUTe IMyHKT KOMaHIHOro MeHI0 MHCTpyMeHTBI > AfjpecHast KHUTa;

— Ha [IAHEeJIM UHCTPYMEHTOB HAKMUTE KHOIIKY 2] Aapecnan khmra :

— Ha IaHeJId MHCTPYMEHTOB HaXKMHUTe KHOIIKY BbI30Ba MeHI0O — (MeHI0 MoitOduc
ITouTa), B nosiBUBIIEMCsl MeHI0 BbiOepuTe MHCTpyMeHThI > AfipecHasi KHUTa;

— HaxxMmute coderanue kiasuil Ctrl+Shift+B.

A,I[peCHHSI KHHI'a OTKPOETCA B HOBOM OKHe.

9.2 00630p unTepdeiica a[peCcCHON KHUTH

[Tanenb azfpecHOW KHUTU BBIIJISIAT cilefdyomuM obpa3oM (cMm. Pucysnok 1065).

d)aﬁJ'[DEDE' MeHK A,I],DECH ble KHWUIK MaHens WHCTPYMEHTOEB Cnu1coK KOHTAKTOR ,D,aHHbIE KOHTaKTa
|

AapecHan gHIra — a ke

®ain Mpaska Bug Mecrpyments  Cnpasia

@ HOBBIA HOHTAKT i= CrnMCOK KOHTRKTOB ‘f; CHHXPOHWSaLMA £ ma unu e-mail a pec

Wma JNeKTPOHHEA NoYTa A | Opranmsayms | Pabgunii e... )

- B BCE 3APECHBIE KHHIM

AnexcaHap CMMpH... alexandr.smirnov@techwr. myoffice.ru MyOffice
B Jinunan agpecHan KHME

Elena Smirnova elena smimova@techwr. myoffice.ru MyOffice
B MoirOduc (My AddressBook)

Anekcangp CMUpHOB

InobaneHan agpecHan KHUra

B CobpaHHwe agpeca

KoHTakTHbie JAaHHble
MNouta

aﬂEI{TPOH HaA novyTa:
alexandrsmirnov@techwr.myofficeru

Bero KOHTAKTOE B JTHYHEA 3APECHA KHME. 2

Pucynok 1065 - AnpecHas kHura

9.3 KomaHgHOe MeHIO afipecHO KHUTH

KOMEIH)IHOE MeHIO aHPECHOﬁ KHUTHU BBINVIAOUT CJIeAYIOoIIUM 06p830M (CM. PI/ICYHOK

1066).
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AgpecHan kHura — O

dain Mpaeka Bwun MHOpymenTw  Cnpaska

() HoBbiii KOHTAKT ~ := CrMCOK KOHTKTOE ¥ 5 CMHXDOHM3ELWA O e unu e-mail agpec

Hma JNeKTPOHHEA NoYTa A | Opranvsaywa | Pabounii Te ..
~ B Bre aapecHbIe KHAMM

AnekcaHap CMHpH... alexandr smirnov@techwr. myoffice.ru MyOffice
B Nnunan agpecHan KHUra

Elena Smirnova elena. smimova@techwr.myoffice.ru MyOffice

E MonOduc (My AddressBook)
Anekcangp CMUpHOB

robansHan agpecHas KHUra

B CoBpanHbie agpeca

KOHTaKTHbIe 1aHHble

Moura
3!'IEI{T|JOHHEH nouTa:
alexandr smirnov@techwr. myoffice ru

Bicero koHTaKToE B JludHas agpecHan kHura: 2

Pucynok 1066 - KomaniHoe MeHIO aJjpeCHON KHUTU

9.3.1 ®aiin

Menro ®aisr coIepXKUT ClleyIole KOMaH/Ibl:

1. Co3paTh — 11py BbIOOpe TaHHOM KOMAaHIbl OTKPBIBAETCS TTOJIMEHIO CO CIJIeYIOIINMU

KOMaHIaMU:
e KonrakT agpecnoi kauru Cirl+N — co3nath HOBBIN KOHTAKT;

e Coucok PACCBLIKH — CO31dTh HOBBIN CIIMCOK PACCHLJIKU;

e AnpecHy10 KHHTY — CO3/]aTh HOBYIO a[JpeCHYI0 KHUT'Y;

e Anpecnyio kaury CardDAV - co3naTte HOByIO afpecHyto kHury CardDAYV;
e Karasor LDAP - co3zath HOBGIHM KaTaior LDAP;

e Coob1eHue — co3/1aTb HOBOe COODIIIeHue.

2. Ileyatsr koHTakTa Ctrl+P — OTKpBIBaeTCsi CUCTEMHBIM WO ISl Te4aTu

TeKylero KOHTAaKTd.

3. Ileuatn anpecnoﬁ KHHI'H — OTKPbIBAe€TCA CHUCTEeMHBIM [UaJior JIsl [e4aTu

aJlpeCHOM KHUIH.

4. 3akpeITh Ctrl+W — 3akpbITHe OKHa afjpeCcHON KHUTH.

9.3.2 IlpaBka

Mestro IIpaBka COEp>XUT Clle[IyIoIIre KOMaH/Ibl:
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1. Otmenurs Ctrl+Z — orMeHuTh NIOCIIe[IHEE BEIOpPAHHOE JIeMCTBHE.
IToBTOopuTH Ctrl+Y — moBTOPUTH MOCTIEAHEE BEIOpAHHOE JIEUCTBHE.
Breipesats Ctrl+X — Bripe3aTh Bbl/leJIeHHBIN TeKCT.

KomupoBats Cirl+C — konvpoBath BbljieJIeHHBIN TEKCT.
BcraButh Ctrl+V — BcTaBuTh TEKCT 13 OGydepa obMeHa.

Yaanuts koHTaKT Del — yanenue Texkyiiero KOHTaKTa.
Brigesnts Bcé Ctrl+A — BoiesieHre BCeX KOHTAKTOB.

ITouck agpecos Ctrl+Shift+F — oTkpeiTHe naHeny movcka B afjpeCHOM KHUTe.

© e N e ok W

CBoiictBa agpecHoii kKuHurm / KoHTakra Ctrl+l - oTkpeiTe naHenu

pelaKTHPOBaHUsI KOHTAKTA JINOO UMEeHU aJIpeCHON KHUTH.

9.3.3 Bun
Mento Bup coziep>xut crieffyroliyie KOMaH/bl:
1. ITaHenu MHCTPYMEHTOB — IIpY BbIOOpe JAaHHOW KOMaH[bl OTKPBIBAETCS I1OMEHI0
CO CJIeAYIOIIMMH KOMaHJaMU:
¢ ITaHes» MeHIO — TI0KA3aTh/CKPBITh TTAHEIb MEHIO;

e ITanenn HHPECHOﬁ KHHUTH — ITI0Ka3aTh/ CKPbITH IIdHEeJIb HHCTPYMEHTOB aHPECHOﬁ

KHUTH;
¢ CTpoka COCTOSTHHS — MT0KA3aTh/CKPBITh CTPOKY COCTOSIHUS;
e HacTpouTs — OTKpBITHE MAJIOTOBOTO OKHA HACTPOEK MaHeld HHCTPYMEeHTOB.

2. PasouBKa okxkHa - Ipn Bb160pe JAHHOHM KOMaHJbI OTKPLIBAETCA IIOJMEHIO CO

CJIeTyIOIUMUA KOMaHIaMU:
¢ Ilanenb KaTaIOroB — M0KA3aTh/CKPHITh MMTAaHEJIb KaTaJIOrOB;
¢ IlaHeb KOHTAKTOB — [TOKA3aTh/CKPLITh MTaHEIb KOHTAKTOB;

3. Iloka3pIBaTh UMSI KaK — BbIOOp BaprMaHTa 0TOOpa’keHUs] UMeHUY;

4. CopTHpoBKa — BbIOOp THIIA COPTHPOBKY KOHTAKTOB.
9.3.4 UncrpymeHTBI
Menio MHCTpYMEHTBI CONIEpXXUT ClIeAyIoIie KOMaHIbl:

1. Iloura u rpynnsl HoBocTel Ctrl+1 — nepexon u3 okHa cooOIIeHUsI K OCHOBHOMY

okHy MoitOduc IToura.
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2. WMmopT — OTKpBITHE AUAJIOTOBOY ITaHeJIX UMIIOpTa a/IpeCHOM KHUTH.

3. DKCHOPT — OTKPHITHE CUCTEMHOTI'O Iajiora Beibopa daiisia /ijist 3KCIopTa aJipeCHOM

KHHWI'U.

4. HacTpo#Ku — niepexo/i Ha 3KpaH HaCTPOWKH COCTaBJIeHHs U aJ[peCallyiy.

9.3.5 CopaBka
Mento CripaBKa COJIEPXKUT CllefyIole KOMaH bl
1. CopaBka o MoitO¢uc Iloura F1 — otkpbiTHe B oTnenbHOM BKiIaake PykoBoncrea
ITonb3oBarens.
2. CodeTaHHus KJIABHII — OTKPBITHE CIIPABKU 110 COYeTaHUSIM KJIaBUILL.

3. Nudopmanusa sl perreHHs MpodeM — OTKPbITHE TeXHHYeCKOW WHPOpMallvy,

I0JIe3HOM JIJIs1 peltieHus mpobem.

4. O MoitO¢uc IToura — OTKpHITHE AWATIOrOBOrO0 OKHA C MHGOpPMaIUeld O BepCHH,

IMTpaBOBbIMH YBeJOMJIEHUSAMH, YCIIOBUIMU HUCIIOJIb30BAHUS.

9.4 Co3ganue KOHTAKTa

J1Jist co3aHusi KOHTAKTA BLITIOJTHUTE OHO U3 CJIeYIONIUX JIeMCTBUMA:

— B KOMaHJHOM MeHI0 OCHOBHOTO OKHA MpWIOXeHUs BblOepute mNyHKT Paia >

Co3parp > KoHTaKT ajjpecHoil KHUTH;

—B KOMaHJ/IHOM MeHI0 aJipeCHOM KHUTM BbiOepute nyHKT Paitn > Cosgats >

KoHTaKT afpecHoil KHUTH;

| u
o =+
— Ha MaHeJIM MHCTPYMEHTOB a/[PeCHOM KHUTH HAKMUTe KHOIIKY - ' CosWKOHTakT

— Ha IIaHeJIX CO CIIMCKOM aJIpeCHBbIX KHHUI' BbI3OBHTE KOHTEKCTHOe MEeHIO W BBbI3OBUTE

koMaHnly Co3gaTh KOHTAKT;
— Ha MaHeJIX aJIpeCHOM KHUTHU HaxkMUTe codeTaHue KiaBuil Ctrl+N;

— YTOOBI ,I[O6aBI/ITb KOHTAKT IIpU IIpOCMOTpe BXOZ[S[H_IEFO/OTHPHBJIEHHOFO COO6H_IeHI/ISI

(ecu OH ellle He HAXOJIUTCS B aIpECHOM KHUTE), BBHITIOJIHUTE CIIeIYIOIIe IeHCTBUS:

e B 00JIACTH TPOCMOTPA COO6H.I€HI/I$I II1eJIKHUTe HpaBOfI KHOIIKOM MBIIIU I10 azipecy

3JIEKTPOHHOM MOYTHI, KOTOPBIM HEOOX0/IMMO J0OABUThH B aJIpECHYIO KHUTY;
® BBINIOJIHUTE KOMaH/Iy KOHTeKCTHOTO MeHIO /loGaBuTh B ajpecHyo kHury. B
Clly4dae, eCJId KOHTaKT y>Ke HaXOIUTCS B aJIpeCHOU KHHUIe, JaHHOW KOMaHIbl He

6YI[€T B KOHTE€KCTHOM MeEHIO.
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Ha OKpaHe IIOSBUTCA [OUWajioroBasd IIdHeJIb CO3JdHKA KOHTAKTd, COCTOdIlasd H3

CJleJyronux 3dKjId/I0K:

9.4.1 OO01Me cBejeHH KOHTAKTa

Ha manermu penaktupoBanus KonrakT (cM. PucyHok 1067) 3amonHuTe Cliegyromye

I10JI4:

1. Wms, pammnns, HaCTpoiKa oTobpakeHHsl.
IIceBmoHumM.
OCHOBHOMH U JIOTIOJTHUTEJIbHBIN ajipeca 3J1IeKTPOHHOM I1OYTHI.

[TpenmounTaemsiii GopMat NOTydeHUs TOYTHI.

ik W

Howmepa tenedonoB: pabouuit, joManiHui, dakc, neipkep, MOOUIbHBIN.

B Hoewii sonTarr *

AofasuTe e E TNeranan aapecHan KEHAra b

Eograer  fNMuspoe  Pafiouee DMNposes  Yar  Doto

LA

damnnus
Crofpamats xac
HEEFM MCMEABE0BATE DTGEIFIE}I!EEHGE ML BRI ECTO MMEHW W3 Zaronoexa
conGen
MNcesgoHnre

INEKTPOHHAA NOuTE
Aon. agpec 3AEKTPONHOA NOYMTED

Hean g wame

Pataunit
Ao auLimeic
Dages

MpeamounTast NQyYaTE NOYTY B ¢|-upu1a1-e: Hewzsecrro

Crrhiena

Pucynoxk 1067 - [Ianenb pepakTipoBaHus 00IIMX CBeIeHUH KOHTAKTa

9.4.2 JIuunrble cBeeHUS KOHTAKTA

Ha nanemu penaktupoBanust JImunoe (cm. Pucynok 1068) 3amosiHuTe crenyromiye

I10JI4:

1. Anpec.
2. T'opog.
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Ob6mnacts, kpa.
Crpana.
[TouTOBBIN UH/IEKC.

Beb6-cTpanuna.

N o o~ W

Jata poxaeHus.

B Homwii konmaer »

AoGaemts B2 E Teranan aaecHan KHUra hd

Kouraer  fuupoe  Paiouee [Mpowes  Yar Doto

Sapec: || I

Mopog;
QEnace, Kpai: Moyropmi uHaEKC
Crpana:
BeG-crparmya;
o ~

At posgenan; | Meowy v JeHe ¥ loa i Beapacm |Boap: o

QK Cmuaena

Pucynok 1068 - [IaHenb perakTHpOBaHUS TUYHBIX CBeIeHUM KOHTAKTa

9.4.3 Pabouue cBemeHHs KOHTAKTa

Ha nanenu pepmaxktupoBanusi PabGouee (cm. Pucynok 1069) 3amosnnHuTte crienyroriue

I10JIA:

1. JlomkHOCTb, OT/eN, OpraHU3aIlysl.
Anpec.

l'opon.

Ob6mnacTp, kpai.

CrpaHa.

S L A

Beb6-cTpanuria.
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B Hoewii xonmarr

AofasnTe e lsranan aapecHan KHAra b

Kograer  fusqoe  Pafouee  [Npoyee  Yar  Dorvo

BomiocTn: I |

Czgen:

CIpraHyzagmn;

Agpec:

lNopog:
Cfnacts, Kpaii:
Crpara:
Bet-cTpansua:

Mouroemd gHaswc:

Crena

Pucynok 1069 - [1anens pefjlakTpoBaHus paboYnx CBeIeHU KOHTaKTa

9.4.4 IIpouune cBeeHMsI KOHTAKTA

Ha nanenu pepaktupoBanus Ilpodee (cm. Pucynok 1070) 3anonHuUTe TOMOJIHUTENIbHBIE

I10JI4 u

3dMEeTKH.

B Howwii xonmaer

Aofaents B E Teraran aagecHan KHAra b

Kograer  fusuqoe  Pafouese  [poyee  Yar  Dorve

posee: |

Mpoues &
I'Ipuu“ &
Mpoues 4

Jamencn

0K

Ormena

Pucynoxk 1070 - [TaHenb peilakTHPOBaHUS OTIOTHUTENILHBIX CBeJIeHUH KOHTaKTa

9.4.5 IlapameTpsl yaToB

Ha mnanemu penaktupoBanus Yart (cm. Pucynok 1071) 3amosiHUTe Clleyroriue

I/IJIeHTI/ICl)I/IKaTOpI)I KOHTAKTA B 4adTaX:

1. Google Talk
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AIM
Yahoo!
Skype
QO

MSN
ICQ
Jabber ID

e N e s~ NN

. IlceBgonum uHa IRC

B Howwii xonmar X

AoGasnTe e TeraHan aapecHan KHAra b

Kograer  fMuspoe  Pafouee [Npogee  Yar  Dorte

Google Talk: || |
Al
¥shoo!:
2hype:
O
PASH:
[lma
Jabber ID:

Mcesgonmm ma IRC:

OrrieHa

Pucynok 1071 - Ilanens pefjakTvpoBaHus lTapaMeTpPOB YaTOB

9.4.6 ®oTo0

Ha manemu penaktupoBanusi ®orto (cm. Pucynok 1072) Bbibepute n3obpakeHHe IJis

dBdTdpPd KOHTAKTaA:

1. CranpgapTHble BapyUaHTHI 110 YMOJTYAHUIO.
2. Bribop ¢oTo c j10KaIbHOro AMCKAa KOMIIbIOTEepa.

3. Bribop ¢poTo U3 uHTEpHeTA.

Taxske BBl MOXKeTe IepeTamunTb (l)OTO N3 CUCTEMHOI'O OKHAd Ha IIdHeJIb JradJIora doro.
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A Hoewii xontaxt X

AoGaents &: @ JTunan aApecHan KHura v

Koprakr  fluymoe  Pafouee [lpowese Yar @gro

(o) ?Crag,qapmce poro

Ha 2Tom xomnboTepe
Oz20p
B Wwtepnere

crasere wan Habepure sed-aapec derorpadun Ofnoents

Meperawgnre croaa nosce goro

Pucynoxk 1072 - Ianenb pepakTvpoBaHusi GOTO KOHTAKTA

9.5 VYpajienue KOHTaKTa
KonTakT MOXHO  yHanuTh B afpeCHOM KHWIe WIA Tpd  IPOCMOTpe
BXO/ISIIIEro/OTIIPAaBJIEHHOTO COOOITIEHUSI.

YToOBI yaMUTh KOHTAKT B afjpeCHOM KHUTe, BBITIOJIHUTE CIIeAYIoIIe IeUCTBUS:

1. BoeienuTe KOHTAKT B aJ[peCHOM KHUTe.
2. BoinonmHuTe KOMaHAY yAaJIeHUs OJJHUM U3 CJIeyIOIIUX CII0COOO0B:
— BBIJIe/IMTe KOHTAKT IIpaBOW KHOIIKOM MBIIIA U BBIIIOJIHATE KOMaHIY
KOHTEKCTHOI'O MeHIO Y JaJINTh);

— BblbepuTe MyHKT ¢aitsioBoro MeHio IlpaBka > YaajauTh KOHTaKT;

=

11
—B 00JaCTM MPOCMOTPA JaHHBIX KOHTAKTa HaXXMUTE KHOIIKY oy (Y mamursh

KOHTAKT).
3. Ha skpaHe nosiBUTCS quaior YgajleHHe KOHTakTa, HaxmuTe kHonky OK.
Takoke BbI MOXKeTe yAaJIUTh KOHTAKT HaxkaTueM KHOMKU Del B okHe afpeCHOM KHUTH.

YTtoOhI YAAJIUTb KOHTAKT IIpU IIPOCMOTpe BXO,I[HIJ.[EFO/OTHpaBJ'IEHHOI"O COO6H_IEHI/I$I,

BBITIOJIHUTE CJIeAyIoliue JIeMCTBUSL:

1. B obiactu mpocmMoTpa COOOIEHHUs IIeJIKHUTe MPaBOM KHOIKOW MBIIIA 110 UMEeHU

KOHTaKTa, KOTOPbIF He0OX0/IMMO YIa/IUTh.
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2. B Clly4dae, eClid UMs KOHTAaKTd HAXOOUTCS B aHPECHOﬁ KHUT'€, BBIIIOJIHUTE KOMaHy

KOHTeKCTHOI'O MEeHIO PEHHKTI/IPOBHTB KOHTAaKT.
3. B okue 3MeHeHMe KOHTaKTa HAKMHUTE KHOIIKY YHaJII/ITIx.

4. B okHe mpemympex/ieHus 00 y/ialeHuu KoHTaKTa Hakmute KHotiky OK.

9.6 Ileuyatrr KOHTaAKTa

Jlj1st TpeJIBapuTeNIbHOTO ITPOCMOTPA KOHTAKTA Iepe]] IevaThlo, HACTPOWKU [apaMeTpOB

re4yaT, a TakXKe Ie4aTH KOHTAKTa OTKPOWTE aJIpeCHYIO KHMIY, 3aTeM BBIIIOJIHUTE OIHO W3

CIIeIYIOIUX TeUCTBUM:
1. B ampecHoli kHure BblOepHTe KOHTAKT, BbIOepUTe IMyHKT KOMaH/IHOTO MeHI0 dPaiii
> JleyaTh KOHTAKTa.
2. B agpecHoil kHUTe BblbepuTe KOHTAaKT, OTKPOMTe KOHTEeKCTHOe MeHIO, BblOepuTe

koMaHy Iledars.

Ha skpane oTkpoeTcsi maHesb IpeABAapUTEIbHOIO IMPOCMOTpPAa U IeyaTH KOHTAKTa,

aHAJIOTUYHOE OKHY I1eYaTH COOOIIeHUs .

9.7 PemakTHpoBaHHe KOHTaKTa
YT0O6BI MI3MEHUTD JAHHBIE CYIIeCTBYIOIEr0 KOHTAKTa, BBIIIOJIHUTE OJTHO U3 CJIeYIOIINX
JeCTBUM:
— B CIIMCKe KOHTaKTOB aJ[peCHOM KHUI'U COBepIIUTe JBOWHOU IIeTYOK JIeBOM KHOIIKOU
MBIIIIY;
— B CIIMCKe KOHTAKTOB a/IpeCHOW KHUTH BbIOepUTe KOHTAKT U HaxkmuTe Enter;

—B a)IpeCHOﬁ KHUT'e IIeIYKOM HpaBOI‘/’I KHOIIKM MBIIIXW BblJeInTe KOHTAKT U

BBITIOJIHUTE KOMdHAYy KOHTE@KCTHOT'O MeHIO N3amenurnb KOHTAKT,

— B aZipeCHOM KHUTe BbiOepuTe NyHKT daimoBoro MmeHio IIpaBka > CBoiicTBa

KOHTAKTAa;

— B 00/IaCTM TPOCMOTpa J@aHHBIX KOHTAKTa HaXXMHUTE KHOIIKY & (PemakTHpOBaThH

KOHTAKT);
— HaXXMuTe coueTaHue kiaasuml Ctrl+I;

—4TOObl OTpPeJaKTUPOBAaTh KOHTAaKT IPU IPOCMOTpe BXOASIIEro/OTHPaBIeHHOTo

COOOIIeHHs1, BLITIOJIHUATE cilegyroiiye JIIEeUCTBHS:
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1. B obmactu mpocmoTpa coobIeHus MeIKHUTe TPAaBOM KHOMKOW MBIIIH 10

MMeHH KOHTAKTa4, KOTOprP’I HeO6XOlII/IMO HN3MEHUTD.

2. B CJlydae, eClii UMA KOHTAKTd HAXOOUTCSI B aﬂpeCHOﬁ KHHI'e, BBIIIOJIHUTE

KOMdHy KOHTEKCTHOI'O MEHIO PEHaKTI/IPOBaTL KOHTAKT.

3. B oxHe 3MeHeHMe KOHTAKTa Ha)kKMHTe KHONIKY U3MeHHTB.

Ilocne BBIIIOJIHEeHMS BBIITEOIHCAHHBIX JEerCTBUM Ha OKpaHe OTKpPOeTCd IIdaHeJIb

PeaKTHUPOBAHHKA KOHTAKTA.

9.8 OTnpaBka cooO0IeHNsS KOHTAKTY

YTto0bbI OTIIPABUTDL COO6IJ_[E‘HI/IE KOHTAKTY U3 a,upeCHoﬁ KHUT'H, BBIIIOJIHUTE Cllefyroine

IeCTBUS:

1. BeimenuTe KOHTAKT B aJ[peCHOM KHUTE.

2. OTkpo¥Te OKHO CO3/IaHHSI HOBOTO COOOITIeHUsI OTHUM K3 CJIeIyIOIINX CII0COOOB:

— BbIOepuTe MyHKT KOMaHAHOTo MeHio ®aiin > Co3nats > CoobiieHue;
— BBIJIEJIUTe KOHTAKT IIPAaBOM KHOMKOW MBI ¥ BBIIOJHUTE KOMAHIY

KoHTekcTHoro MeHo Co3maTh coolIIeHue;

— B 00JlaCTM MPOCMOTpa AaHHBIX KOHTAKTa HaXXMHUTE KHOIIKY = (OTpaBuTH
coo0I1eHue);

—B 00JacTM TPOCMOTPA J[JAHHBIX KOHTaKTa KJIWKHUTe B o06jacTh ajpeca
3JIEKTPOHHOM TOYTHI;

— Ha)XMUTe coueTaHue kiaasuil Ctrl+M.

3. IlonroroBpTe ¥ OTHpaBbTe IKWCbMO TaK, Kak 3TO OIKACAHO B paslese

PenakTupoBaHye cooOIIeHus.

9.9 PunpTpanysa KOHTAKTOB

Hcnone3yiite mnone BBoAa 1abjoHa ¢uiabTpa Ha IaHeIM WHCTPYMEHTOB IS

dunbTpanuu crnrcka KoHTakToB (cM. Pucynok 1073). Begute ¢pparmeHT mabioHa, B CIHUCKe

KOHTAKTOB OTOﬁpﬁBHTCH 3dllMCH, COOTBETCTBYIOIIYE BBEeJIEHHOMY TEeKCTY.
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e

MmsA A | INeKTPOHHAA NoYTa Oprady3auma Pabouni TenedoH

AnercaHap CMHpPHOE alexandr smirmov@techwrmyoffi_  MyOffice

Pucynoxk 1073 - ®dunbTparnus KOHTaKTOB

9.10Ilouck B agpecHOl KHUTe

Jlnst momcka ajipeca OTKDOWTe aJIpeCHYIO0 KHHUTY, BbIOepuTe MyHKT KOMaHJHOI'O MeHIO

IIpaBka > Ilouck axapecoB, muO0 Bocmonb3yiTech codetanweM kiaBuil Ctrl+Shift+F. Ha

DKpaHe ITOABUTCA OWAJIOT TTOMCKd B aHPECHOfI KHHUTe.

9.11 Cincku pacceuiku
9.11.1 Co3nanue cryicka pacChbLIKU

YToObI CO3/1aTh CIIMCOK PaCChUIKH, BBIIIOJIHATE OJTHO U3 CIIEAYIOUIUX JeMCTBUIA:

f—
1— CNWCOK KOHTaKTOE

[-p—

— Ha [IdHeJIM MTHCTPYMEHTOB aHPECHOﬁ KHUT'Y HA’KMUTE KHOIIKY y

— B @/IpECHOM KHUTe IIIeJIYKOM I1PaBOU KHOIIKYA MBIIIN OTKPOWTEe KOHTEeKCTHOe MeHIO U

BbIOepuTe C03aTh CIIHCOK.

Ha JKpaHe OTKPOeTCA IOHUaJIOrOBOE OKHO CO30dHHA CIIMCKAd PAdCCBLUIKH (CM. PI/ICYHOK

1074).
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HoBbll cnMock paccelikm x
fofapute B: | SIMMHAA aOpecHan KHWra !

Wma cnmcka: | |

McesfoHMM CnMcKa:

OnucaHwe:

Beegute agpeca, 4Tobb A0BABNTE M B CNWCOK PACCENKW

a

Pucynok 1074 - JIuanoroBoe 0KHO CO3[aHUSI CIIMCKA PAaCChUIKU

3arojHUTe TOJIs: MMs CIIMCKA, NCEeBJIOHUM CIMCKa, omnucaHue. Boibepute ampecHyto
KHUTY, K KOTOpoi OyzeT 06aBjieH CIMCOK PAaCcChUIKM. 3allOJIHMTE ajjpeca CIMCKA PacChLUIKU.

HoBbli1 cricok pacceliiky 6yzieT 106aBjieH B BBIOPaHHYIO afipeCHYI0 KHUTY.

9.11.2 N3meHeHMe crIMCKa PAaCCHUIKH
YTOOBI MU3MEHUTH CITMCOK PACCHUIKU, BBIITOJIHUTE OHO U3 CJIeJIyIOUIUX JIeUCTBUM:
— Ha CIIUCKe PACChUIKU aipeCHOM KHUTU COBEepIIUTe JBOMHOM IIeTY0K JIEBOU KHOIIKON
MBIIIIN;

— IIeJIYKOM npaBoﬁ KHOIIKKM MbIIIA BblJIe/INTe CIIMCOK PaCCbUIKM W BbIIIOJIHHUTE

KOMadHy KOHTeKCTHOI'O MeHIO HN3meHnurnb CITHCOK;

— B @/IpeCHOM KHUTe BblOepuTe MyHKT ¢aiioBoro MeHio IlpaBka > CBolicTBa ciiMcka

PACCBLIKH;

— Ha)XMuTe coueTanue kiaasuml Ctrl+1.

Ha OKpdHe OTKpPOEeTCd HOUaJIoTOBOE OKHO PpeldKTUPOBaHHSA CIIMCKA PACCBUIKA

(cm. Pucynok 1075).
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HMamenute OTaen kagpos 4

Mma cnvcka:  Oraen kagpos
MeeBAoHMM CRMCKa:

Onucanme:

BBE,B,L‘ITE dapeca, UTODLI ,ﬂ,DE‘aEHTb WX B CAWMCOK paciblnkn:

2 elena.smimova@techwr. myoffice ru
£ alexandr smirovi@techwr myoffice ru

Al

Pucynok 1075 - [luanoroBoe 0OKHO peJaKTHPOBAHUSI CITMCKA PACChUIKU

HpI/I HeO6XO,I[I/IMOCTI/I HN3MeHuTe I10JId OYaJiora U CIIMCOK PACCBUIKH. Haxxmure KHOIIKY

OK, conepxxumMoe CIiMcKa PacChUIKU 0yj1eT 0OHOBJIEHO.

9.11.3 YpasneHue cnucKa pacChUIKH

YT0oOBI yIaIUTh CIIMCOK PACCHUIKH, BBITIOJIHATE OJTHO U3 CJIeAYIOIIUX JIeMCTBUM:

- BbI6epI/ITe IIYHKT KOMdHJAHOT'O MEHIO a):[IJECHOI‘/JI KHHUTH HpaBKa > YI[EIJII/ITI) CITHCOK,

—B aHPECHOfI KHHUT'e ITeJTYKOM npaBoﬁ KHOIIKH MBI BbIIeJINTe CIIMCOK PACCBUIKU U B

KOHTEeKCTHOM MEeHIO BbI6epI/ITe YHHJII/ITI);

—B aﬂPECHOfI KHHUT'e IIIeJT9Y9KOM npaBoﬁ KHOIIKM MbIIIX BbIEJINTEe CIIMCOK PACCBLUIKU U

HaxMuTe kiapuily Del.

9.12I'opsiune KIaBUIIH aPeCcHOil KHUTH

CoyeTaHusl KJIaBUIII [JIsl OCHOBHBIX JIEMCTBUM C aJ]peCHOM KHUTOM:

e Ctrl+N — HOBBIV KOHTAKT a/IpeCHOM KHUTH;
e Ctrl+M — nanucarb coobiieHre 1yisi BLIOpaHHOTO KOHTAKTa UM KOHTAKTOB;

e Ctrl+Shift+F — pacivpeHHbIN TOUCK B af]peCHON KHUTe;
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e Ctrl+I — pepaxTupoBaTh CBOMCTBA BHIOPAHHOI'O KOHTAKTa, PACCHUIKA WA afpeCHOU

KHUTY;
e Ctrl+P — pacneyaTaTh BbIOpaHHbIE KOHTAKTHhI;
¢ Del — ymanuTh BbIJIeIeHHBIN TEKCT, KOHTAKT, PACCHUIKY WIH aIpeCHYIO0 KHUTY;

e Ctrl+1 — nokasaTb OCHOBHOe OKHO IPHJIOXKEHUSI.

10 YIIPABJIEHUE JOIIOJIHEHUSIMMUA
10.1 OTkpBITHE TAHETH JONIOJTHeHHH

B npuwioxenun «MoiOduc Iloura», moMuUMO yke BCTPOEHHBIX paClIMpeHuH,
JIOCTYITHO  TOJIKJIIOYeHWe  pacHIMpeHMM, CO3/laBaeMblX CTOPOHHUMH  KOMIIAHHSIMHU-
pa3paboTyrKaMu. Y CTaHaBIMBaeMble DACIIUpPEHHUs JIOJDKHBI OBITb COBMECTUMBI C TeKyIlen
Bepcueii npusioxeHusi. PaboTocnocobHOCTh pacivpeHnii, KOTOpble He BXOIAT B moctaBky [10
MoiiOduc, He rapanTupyercsa. B ciydyae ommnbok B paboTe CO CTOPOHHUMH pacIIMpeHUsIMU

Heo0X0MMO 06paTUTHCS B TEXHUYECKYIO MTO/IJIePXKKY KOMIIaHUU-pa3paboTyrka pacliipeHus!.

Jy1st Toro, yTOOBI OTKPBITH IaHeNb yIpaBjeHUs] PACUIMPeHUsMH, BBIIIOJIHUTE OHO U3

CJIeIYIOIIUX eUCTBUM:

— BbIOeprTe MYHKT KOMaHJHOTo MeHI0 MHCTpyMeHTHI > Jlono/IHeHNSs U TeMBI;

— Ha I[IaHeJld WHCTPYMEHTOB IJIaBHOTO OKHA IIPWIOXKEHUS HaKMUTe KHOIIKY —
(OtkpoiTh MeHo MoiiO¢uc Iloura) u B packpbIBIIEMCS MEHIO BbIOepUTe MyHKT

JlomoyiHeHHus H TeMBI,

2 /[onoadenus u Temu
— Ha IaHeJIM HACTPOeK HAXKMUTE KHOIIKY .

B HoBoI BKJIaIKe OTKPOEeTCs CTpAaHUIIAd ynpaBJIEHPIE JOIIOJIHEHHSIMH.

10.2YnpaBieHue pacliupeHUSIMH U JONOJTHEHUSIMH

OTKpOﬁTe MaHeNlb YIpaBlieHHe aonojiHeHusmu. Ha SKpdHe TIpUJIOXKEeHUd HO6aBI/ITCH

3aKja/ika YmpaBieHHe onojiHeHHsiMH (cM. Pucynok 1076). B neBoil wacTu maHenu

IpeacTaB/IeHbl ClieAyolIre KaTeropun JIOIIOJTHEHWH

1. Pacmupenus (1osb3oBaTeIbCKye PACHIMPeHKs).

2. S3biku (O/JIepXKKa S3BIKOB).
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_d ¥npasnewae qonoseesarne - MyOfficehail

Hanexsnaps ® a.'&'npameuuegnnun HeHl

Therme MyOffice

It HactpoRe MyOfficeldail Corporste theme

YNpasneHwe MOMKMY PacilMPEHNAMM
a- PacwmpeHun BrloueHb
&" Azbikn
o MyOffice Overlay &0~ -
® Provider for CalDAV & CardDAV O -

Pucynok 1076 - [lanens ynipaBieHus! JOIOJIHEHUSIMU

10.2.1 TobaBieHue pacmmpeHus

Yro6bl M06aBUTH HOBOE PAaCIIMPEHHUe, BBIIOJIHUTE CIeyOIye IeHCTBUL:
1. B jieBo¥i maHesu BeiGepuTe qe Pacumpenns :

2. HaxmuTe KHOIIKY I:! (MHCTpYMeHTHI I BCeX JOIO0JIHeHHH).

3. B OTKpbIBIIEeMCSI KOHTEKCTHOM MEHIO BbI6epI/ITE YcranoBuTh JOII0OJIHeHHe H3

daiina.

4. C moMolIIpIo OTKPBIBIIErocs IUanora BeibeprTe ¢aii pacuMpeHus C IucKa.

10.2.2 Ypanenue pacmmpeHHust

Yrobbl ynmanuTh pacupeHve (eciyd  omepanusl  yaajieHUs  IOfJiepXKUBaeTcs

paCI_HI/IpE‘HI/IEM), BBITIIOJIHUTE ClleAyroiiye IIeVCTBUS:

L L]
1. HaxxMuTe Ha KHOTIKY (YupaBiieHue pacuigapeHueM).

¥aanute
2. B nosiBuBIIIEMCSI KOHTEKCTHOM MeHIO BhiOepuTe W

B ClIy4dde ecjiki onepanusda yaaJieHud He IMOONePXKUBAETCS pdCIHIMpeHreM, KOHTeKCTHOe

MeHIO He 6YHET COIEPXKAThb KHOIIKY yadJIEHUA.
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10.2.3 BxiroueHue U BHIKJIIOYEHHE PACHIHPeHHH
Pacimmpenus, Haxopsiuecss B CIMCKe, MOTYT OBITh BKJIFOUEHbI WM BBIKIIOYEHBI C

MIOMOIIIBIO  TIePEeKJTF0YaTeIst © . [Ipy 3TOM pacHmpeHue TepeMeniaeTcsi B pasjien

"Ortkmovensl” (cMm. Pucynok 1077).

YnpasneHwe MOMMK PaclIMpPeHUAMI OBHoBneHW He Hadigeno ¢
BrAHOYEHBI
@ Provider for CalDAV & CardDAV O -
4 Theme MyOffice .
Corporate theme
OTkAYEHE
~ MyOffice Overlay (oTknsouenao) sen

Pucynok 1077 - OTkitoueHHble pacIIMpeHus
10.2.4 YnpagsieHue pacimpeHueM
J1Jist OTKPBITUSI CBOMCTB paclIMpeHUs KIIMKHUTEe pacliipeHue B CIHUCKe, TMO0 HAXKMUTe

CL L]
Had KHOIIKY (YIIpaBJIEHI/IE paCIIII/IPEHI/IEM) CIIpaBa OT MMeHH, ddJiee B KOHTEKCTHOM MEHIO
BbI6epI/ITe anaBJIeHne. OTKprBLHaHCH IaHeJIb YIIPpaBJIEHWS paCHIMpeHueM COLEPXUT OBe

MaHeJIn, MeXXy KOTOPbIMU IIPOUCXOIUT IIepeKJItoueHre ITIOCPeJCTBOM 3dKJId/IOK.

[Tanens IlogpodHocTH (cM. Pucynok 1078) cogepxut nHOPMaIKIO O JOTIOJHEeHHH, a

TaKXXe IIepeKkjodarelib, ynpaBJISIIOIHI/Iﬁ ABTOMAaTHUYeCKHUM OOHOBJICHHEM JAaHHOI'O JOIIOJTHEeHM .
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Theme MyGffice
‘ Carparate theme

MNogpobrocTr Fazpewermns

MposepuTe HanKuMe oBHoBAEHWRA

O No yronuanuo
PaspeluuTh BTOCHHOBNEHNA

BramodaHo

OmkoyeHo
ABTOD Mew Cloud Technalogies
Bapcua 4.28. 14281
Mocneares cbHosREHWE 18 man 2022 T

Pucynok 1078 - [IaHenb CBOMCTB JOTIOJIHEHUS

[Tanens Pa3pemrenus (cMm. Pucynok 1079) comepxut mHGOpManuio O paspelieHusx

JAaHHOI'O JOITIOJTHEeHH .

Theme MyOffice

Corporate theme

MNogpobrocTi PazpeweHwa

Heobxogumele paspelledna 4AA OCHOBHBX GyHELWA:

* HanuuyWe NoaHoro HeorpaHudeHHoro Aocryna K MyOfficeMail v Bawesy KoMOsHOTERY

Pucynok 1079 - [Ianenb pa3pelieHuii 10MOJHEHUSs!
10.2.5 YnpasieHue 00HOBJICHUSIMH pacIIHpeHU

st ynipaBiieHUs OOHOBJIEHUSIMM HaXXMHUTE KHOIIKY I:I (MuCcTpyMeHTHI IJisl BCex

)IOIIOJIHEHPIﬁ), OTKPOETCS KOHTEKCTHOE MEHIO.

1. lngs mnpoBepku HalIWuvs OOHOBJIEHWM BbIOepuTe KoMaHIy MeHi0 IIpoBeputhb

Ha/In4YHe 00HOBJICHMIA.



1004
502220.29144487-2016-01 34

2. HJ’[S[ BKJIFOYEHMSI WM BBIKIIOYEHHS aBTOMAaTHYeCKOro OOHOBJIEHMS HCHOHLSYIZTE
KOMaHy MEHIO ABTOMaTHYeCKH O00HOBJISATH JOIIOJTHEHHUS NN YcraHoBUTH I

BCeX JIONOTHeHHI Pe;KMM aBTOMAaTH4eCKOro (Py4HOro) 00HOBJICHHS.

11 HACTPOVIKU
11.1 OTKkpBITHE TAHEIH HACTPOEK

YTOoOBI OTKPHITH TTaHEIb HACTPOEK, BHITIOJIHUTE OHO U3 CJIEIYIONTUX IeCTBUM:

— BbIbepUTe MyHKT KOMaHAHOro MeHI0 IHcTpymMenTHI > HacTpoiikuy;

— Ha IIaHeJId MHCTPYMEHTOB Ha)XXKMHUTe KHOIIKY BbI30Ba MeHI0 — (MeH0 MoiO¢uc

Iloura), B nosiBUBIIEeMcsl MeH!O BbibepuTe HacTpoiku.
[Tanenb HacTpoek OTKpoeTCs B HOBOH 3akiazke. OCHOBHbIE pa3fiesibl IIaHeJ I HaCTPOeK:

1. OcHoBHLIE HACTPOUKH.

2. HacTtpoiiku cocTaBjieHHUs COODIIeHUM.

3. HacTpo¥ky NpUBaTHOCTU M 3aIIIUTHI.

4, Hactpoiiku kajeHgaps.

11.20cHoBHEBIe HACTPOMKH NPHJI0KEHUS

YToObI OTKPLITH IIdHEJIb HACTPOEK KaJleHdaps, IeperuanuTe B IIaHeJIb HACTPOEK U

-]:1- OCHOBHEIE
HAXXMHUTE KHOIIKY

11.2.1 OcHoBHBIe HACTPOHKH

s BbIOOpa monMckoBOM cucTeMbl (OCHOBHBbIE HACTPOMKH OTKpOWTe CIIMCOK

IlouckoBasi cmcremMa 110 YMOIYaHHUK U B CIIMCKe BbI6epI/ITe IIOUCKOBYIO CHUCTEMY

(cm. Pucynok 1080).
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OCHOBHbIe

MowckoBas cucrema no YMON4YaHWKD

@ AHnekc v

B} Angexc

=Y Nowmck Mail.Ru

Pucynok 1080 - Beibop mouckoBoi cucTeMsl

Pa3nen I/IHTEI‘paHI/Iﬂ C CHCTeMOun COOEPXUT HaCTpOﬁKH, IMO3BOJIIOIIME pPeryjiarupoBdThb
B3aMMO/IENCTBHE IMPpUIOXXKEeHH A «MOfIOCl)HC ITouTa» u CHCTeMbI, TdKHe KdK:
— IIpOBEPKd KJIMEeHTd 110 YMOJ/IYdHHUIO;
— IiepemelieHure IpruJjIoXKeHHsd B CHCTEMHBIN Tpe171 IIpY CBOPAYXBdAHHU,

— paspeiiieHue 1orucky Windows npou3BoJIuTh MTOMCK COOOIEHUH.

Haxxmure KHOIIKY HpOBEpHTI) celiyac s YCTaHOBKH OOIIOJIHUTEJIbHBIX HACTPOEK

VHTerpanuu c cucremon (cm. Pucynok 1081).
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MuTerpauuna c cuctemoi x

Mecnonezoeare MolROduc Moura ne ymonvadum B

EauelTBe:

—|=Z-'-EII:ZI-EZZIZZ EJSAMEHT
Knuenta rpynn HoBocTel
KAWEHTa NeHT HOBOCTEN
' Kanedaapa

Pazpewwte MNowcky Windows npoussoguTe

noMck coobueHmin

Beeraa NpavsecduTe 3TY NEoBSPRY NP

aanycke MalOdwme Mouta
YeTaHoBUTE No YMOAUYIHHMKD OrmeHa

Pucynoxk 1081 - [TonosHuTeIbHBIE HACTPOMKUA UHTETPalluiM C CUCTEMOU

B OTKprBH.IEfICH JUaJIOTOBOM IIaHEeJIr BbI6epI/ITe HCIIOJIb30BaHHE IIPUJIOXKEHHUS

«MonOduc ITourta» B kauecTBe:

— [IOYTOBOTO KJIMEHTa;
— KJIMeHTa TPy HOBOCTeH;

— KJIMeHTa JIEHT HOBOCTel;

— KaJleHiapsl.

Bribepute Paspemutrs Iloncky Windows mpou3BoguTh IOHUCK COOOIIEHWH is

npepocrasiieHdss Bo3MoxkHocTH Ilomcky Windows Npou3BOIWTHL MOMCK COOOIIEHWN B

npwioxkeHnr «MorOduc Iloutay.

Bribepute Bcerna mpousBoauTh 3Ty npoBepky mnpu 3amycke «MoiOdguc Iloura»

IUTS1 UCIIOJIb30BAHMS 3TOW IIPOBEPKY 110 YMOTYaHUIO IIPU CTapTe.

11.2.2 SI3BLIK ¥ BHEIIHUH BHJ
B paspene SI3pIk M BHENIHWIA BHA Bbl MOXETe HACTPOUTH IAapaMeTphl SI3bIKa

uHTepdelica, a Tak>Ke BHEITHEro BU/Ia MPUIOXKeHHSI.
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Bribepute Tun mpudTa ¥ paaMep 110 yMOITYaHUIO.

Haxxmure KHOIIKY HOHOJIHI/ITEJII)HO, Ha OJOKpdHe OTKpPOeTCA [OUajioroBas IIdHeJIb,

MTO3BOJISIOIIAs] HACTPOUTH JIOTIOTHUTENIbHBIE TTapamMeTpsl mpudTa (cM. Pucynok 1082).

LWpidTel M KOAUPOBKK x
WpkudTel Ana Habopa ciMBonos:  KMpuaawua b
MponopuroHansHei,  Bes sacevex ~ Pazmep: 17 =
Czaceuramu:  Cambria ~
Bea zaceuer:  Calibri ~
MoHowWprHHER:  Consolas - Pazmep: 14 W
¥npasnenue wpudtamm HavMeHblwWia pasmep wpndta:  Her v

Pa3pelwmTs cooflUeHraM MCNOAbI0EaTE APYIHE WPMETL

Menonb3osaTe MOHOWMPHHHBIR WEAGT ANA NPOCTEX TEKCTORLIE cooBlleHni

G

Pucynok 1082 - Hactpoiika mpudToB 1 KOTUPOBOK

Haxmure KHOIIKY HBETa, Ha 3KpdHe OTKPOEeTCd AJraJIoroBasd IIdHeJIb, ITO3BOJIAIONIAsA

HACTPOUTH IIBETa TeKCTa, U cchiIok (cM. Pucynok 1083).

Leera X
TexcT 1 HoH UgeT ccbinoK
TekcT: - HenpockoTpeHblie coblaKm: -
PoH: MpocMoTREHHEE CORUKH. -
MCNOALIOBATE CHOTEMHBIE LLBETA MoAYBpKHBATE CORIAKI

3§ME‘HﬂTh LBEETd, YEa2aHHbBIE COAEPXKMMBIM, HA HhI'EI-PBHIH blE MHOH Bbile LBETa:

ToneKD € BICOKOKOHTPACTHEIMK TEMaMM bt OtmeHa

Pucynok 1083 - HacTporika 1jseToB
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Taxoke Ha aHeny I3BIK M BHEIITHUH BHU]T HaCTpOﬁTe dreayroniye rnapaMeTpahl:

1. Cnocob oTobpakeHust CMaJIUKOB (B Bule TpadyKU UM TEKCTa).

2. Odopmnenue nurat (CTUIb, pa3Mep, IBET).

3. ®opmar matel ¥ BpeMeHM (dopMar sI3bIKAa MPUJIOXKEeHUs, MO0 W3 perdoHaTbHBIX
CTaHJIapTOB).

4. SI3bIk oTOOpaXKeHUs MeHI0, cooOIeHui U yBegomiteHui ot «MoiOdwuc IToura» u3
criicka: Pycckuit, Aursmiicknid, Ucnmanckmii, Ilopryranbckuii, @paHiry3ckuii.

5. Hacrpoiika npokpytku (Mcmosnb3oBaTh  aBTOMATH4YeCKyl0  INPOKPYTKY,

Hcnonb30BaTh IUIAaBHYI0 IPOKPYTKY).

11.2.3 Bxopgsauiue cooO1meHus

B pa3ageiie BXOIISIIIII/IE COOGHIEHI/IH BbI MOXKeTe HACTPOUTDb IIdpaMeTpPbl YBE,J_'[OMJ'IEHI/Iﬁ

IIpH IIOJIYy9€eHNH HOBbBIX COO6H1€HHfI.

Haxxmure KHOIIKY HaCTpOﬁKH 3HAYKa IMIPMWI0KEHHU, Ha SKPaHe IMOIBUTCA JUaJIOTOBasd
IaHeJIb, IIO3BOJIAIOIIAA HAa HWKOHKe IIPUWIOXKEHHA II0Ka3blBATb W/IM CKPbIBATH 3HAYOK -
HMHAIWKATOP KOJIM4eCTBa IIMCEM, 4 TdKXe OTO6pa>KaTb Ha 3TOM 3Hadyke JHMOO YHCIO

HEITPOYMUTAHHBIX COOOIIeHWH, MO0 YHCIIO HOBBIX coobmenni (cM. Pucynok 1084).

Hactpoikin 3Ha4ka NprunoxeHna b

Moka3aTe 3HaYOK HaKNeRKu
3HavoK NPWIOXEeHKWA

OTobpaxaTe Ha 3HAYKE NPUAOKEHHA

) Yucno HenpounTaHHlx cooblueHni

© Ywcno Hoeeix cooBuieHuit

Pucynok 1084 - Hactpoiika 3Ha4Ka IpUTIOXKEHUS

[Tpu HeO6XOIMMOCTH TI0KA3a YBEIOMJIEHH O TIOJTy9eHHUH HOBBIX COOOIIeHUN BbIOepUTe
IToka3bpIBaTh yBeOMJIEHHS, I HACTPOEK YBEJOMJIEHWH O IOJTyYeHHH IIOYThl HaXKMHUTe
kHornky HacTpouTs, Ha 3KpaHe MOSIBUTCS AuanoroBas naHenb (cMm. Pucynok 1085). Ha manenu

YKaXXuTe I10JId, KOTOpble Tp66YETCH OTO6pa)KaTB B yBeIOMJIEHUIX O IOJIy4YeHHuHn COOﬁLHEHHﬁl
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Tekcr coodmenns, Tema, OrnpaBurtens. Takxe pu HeoOXOAMMOCTU 3ajjaiiTe BpeMs

0TOOpaXkeHUs YBeIOMJIeHHs O TIPUXO/ie MOYThI (B CeKYHJIax).

Hactpoiika yeegomieHUd © NpUXoLe NOYTE x

YEamWUTE NONA, NOXaSbIEISMbIE B YEEADMASHWK O NPURKOAES NOYTEE

TekcT cooblueHna
Tema

OrnpaeAtent

s
w | CEE

Orobpaxate YESAOMIEHKE O NPWEOAE NOUTE B TEUBHWE 10

Pucynok 1085 - Hactpoiika yBegoMIIeHHW O IPUXO/ie IIOYTHI

BbI6epI/ITe Hcnoab3oBaTh CHCTEMHEBIE yYBeaoMJIeHusd i OT06pa)KeHI/I$I CHUCTEeMHBIX

yBeJIOMJIEHUH TIPU TOSIBJIEHUH HOBBIX COOOIIEHUH.

BbI6epI/ITe IlokaseIBaThL 3HAYOK B Tpee Jid HEIIPOYHTAHHBbIX COOﬁHIEHI/Iﬁ 1A
OTO6pa>KeHI/IH 3HA4YKad O HEIIPOYUTaHHbIX COO6H.[€HI/IHX B CUCTEMHOM Tpee. P E€KOMeHAyeTCd IIpru

HCII0JIb30BAHHUH MadJIeHbKHX KHOIIOK IIdHeJIX 3a/1a4.

Bribepute IlogaBaTh 3ByKOBOI CHTHAJI J|Isl 3BYKOBOM CUTHAJIM3allMM O IOJIyYeHUH

HOBBIX ITHMCeM.

HJ’IH HCIIOJIB30BAHHS CUCTEMHOI'O CHMI'HAJIa BbIGepI/ITe CucreMHbIii 3ByI€0BOﬁ CHUT'HA4JI 0

npuxoje mo4rTbl.

Jliis  UCIoNIb30BaHUSI CBOEro COOCTBeHHOro curHana BelOepuTe HMcmosab3oBaTh
cIeqyonIuii 3ByKoBoH ¢aiin, 3ateM HaxxMuTe KHONKY O630p U 3arpy3ure 3ByKOBOM Qaiis C

JIMCKA.

11.2.4 daitnel U BI0KEHUA

B pa3zeiie Daiinbpl M BJI0KEHHS BBl MOXKeTe HACTPOUTb JEeMCTBUS C BJIOXKEHUSIMU:

1. Hacrpotika nercTBys 1Sl OTKPBITHS Pa3HbIX TUIIOB BIIOXKEHUH.
2. 3anatb PUKCUPOBAHHBIN MYTh JIJIs1 COXpaHeHUs (HaIIoB.

3. Hacrpouts 3anpoc nyTu nepej; KaXkIbIM COXpaHeHreM ¢aitia.
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11.2.5 YnpasieHue MeTKaMu

Hacrpoiite Habop MeTok cooOIleHUI B pa3jeiie YNpaBjieHHe MeTKaMHu (cM. PrucyHok

1086).

MeTK
MeTki MO[’yT BhITh MENONB3OBAHLI AnA macch¢m:au,mm 1 M3meHeHKA I'IleDpMTE-Ta C(‘JGE!LLI,EHME_

BasHoe COB.ﬂ.aTb...

NuyHoe
K mcnonHeHuo i T

OTnoeHo

Pucynok 1086 - Hacrpoiika MeTok

st nob6aBneHuss HOBOM MeTkU HakmuTe KHOIKY Co3maTrh. B oTkpbIBIIeMcs auasnore

BbI6epI/ITe UM MEeTKH U IIBeT. ITocne CO31aHHs HOBAsI METKa 6yneT ,Z[O6aBJ'[€Ha B CIIMCOK.

HJ’[H HN3MeHeHUs CYLHECTBYIOIHEﬁ MEeTKH BbIJeinTe MM MEeTKH B CIIMCKe W HdXMHUTe
KHOIIKY Hszmenuts. B OTKPpBIBIHIEMCH Irajiore 1rmpu HeOGXO)II/IMOCTI/I H3MeHHTe Ha3BdHhe MeTKH

u 118eT. [locie u3MeHenns MeTka OyzieT 0OHOBJIEHA B CIIHCKe.

,HJ'IH yAaJleHnsa Cy'H_[eCTBYI-OH_IeI;I METKHU BbIOe/InTe MMs METKH B CIIMCKe W HaXMHUTe

KHOIIKY Y IaJINTh.

11.2.6 Yrtenue u oToOpa;keHHe COOOIEHUIT
B paznene Urenne u oToOpazkeHHe COOOIEHUM BbI MOXETe HACTPOUTH CJIeyIOIue
rapamMeTpbl YBeJIOMJIEHUH MPH TTOJTyYeHUH HOBBIX COOOIIIeHUH:
1. Pexxum aBTOMaTH4YeCKOW OTMETKH COODOIEeHWM Kak MPOYUTAHHBIX (Cpa3y Iocye
OTKPBITHUSL, TMOO MOCJe MPOCMOTPa B TedeHre 33JTaHHOrO Ieprojia (B CeKyHJIax)).

2. Pexxum oTKpbITHS cCOOOITIeHuH (B HOBOM BKJIAJIKe, HOBOM OKHe, y’Ke CYIIeCTBYIOIEM

OKHe).
3. 3akpbITHe OKHa/BKJIAZIKU COODIIeHNs IPY ero IepeMellleHnH WK yAaJleHU!.

4. Pexxum oToOpakeHMsI MMeHM ajipecaTta (MOKa3bIBaTh TOJBKO KM Uil JIIOJIEH,

HaXOMSIIMXCS B MOeU aJIpeCHOM KHUTe).
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5. Pexxum 06paboTky yBeJOMIEHHUW O TPOYTEHUHU.

11.2.7 Cetb u 1HCKOBOE IPOCTPAHCTBO

B pasnerie Cerb m AUCKOBOE€ IPOCTPAHCTBO Bbl MOXe€Te HACTPOUTH IIdPpaMeTpPhI

CeTeBbIX COeUHEHUN U JUCKOBOTO XPAaHWIHIIIA.

B pazpene Coepgunenue HaxkmuTe KHONKY HacTpouTh, OTKpOETCS TUAJIOTOBast TIaHe b

[TapameTpsnl coelMHeHUS.

B pasnerie ABToHOMHasi paboTa HAXXMHUTEe KHONKY ABTOHOMHasi padoTa, OTKPOeTCs

JH1aJIOroBas IaHeJIb ITapamMeTpbl aBTOHOMHOM Pa0OOTHI.

I1aIIOK.

B pa3ageiie I[I/ICKOBOB IIPOCTPAHCTBO Bbl MOXeTe HACTPOUTH KEelIMpPOBdHHUE U CXKdaTUue

. Ha manenu ortobpaxaercsi Tekyuiui pasmep kerna. Haxmure kHONKy OUYHCTHTH

ceMyac i1 OYMCTKHU Kellla.

BxitounTe WM BBIKIIOYMTE  aBTOMAarTH4yecKoe yIIpaBJieHWe  KelleMm, IIpu
HeoOXOIMMOCTU YCTaHOBUTE MaKCUMaJlbHBINA pa3Mep Keiiia (B MB).

Bribepute CoxkmMaTh Bce HalKH, 33/laiiTe 00beM 0CBODOOXIaeMOro JHCKOBOTO
npocrtpaHcTBa (B MB). Bribepute CripammBaTh KaXAbIH pa3 nepeq c;kaTHeM [Jis

MMOATBEPXXIAeHUs CXKaTHA.

B pasneiie I/IH)IEKcaI.II/Iﬂ BbI MOKeTe HAaCTPOUTh KellIMPOBdAHKE U CXKdTHe I1allOK:

BxrounTe Uiy BBEIKITIOUNTE TI00aJIbHBIM ITOUCK U HWHJeKCalluio COO6M€HHﬁ.

Beibepute THUN XpaHWIMIIA COOOIIEHWH [l HOBBIX y4eTHbIX 3anuvced (Kamxmas

Mamnka B oTAeIbHOM daiine, Kaxmoe coodiienue B otaenbsHoM daiine).

BxutrounTe WK BBIKITIOUUTE allllapaTHOe yCKOpPeHHe.

11.2.8 PenmakTop HacTpoek

):[aHHI)Ie HaCTpOfIKH IpeaHa3dHa49eHbl [Jid  OIIBITHBIX OJIb30BaTeJler, UX
H3MeHeHne MOXeT IIpuBeCTu K IIoTepe CTa6I/IJ'[bHOCTI/I, 0e301macHOCTH |
IMPONU3BOOUTEJIbHOCTU IIPUJIOXKEHHH. Ecmu BoI yYBepeHbl B TOM, YTO [eJIldeTe,
OTKpOfITG OKHO CHUCTEeMHBIX HACTPOEK HAdXdaTheM KHOIIKH Penalc'rop HaACTPOeK.
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11.3HacTpoiika mapaMeTpoB aBTOHOMHOM pPadoThI

s Toro, 4TOOBI OTKPBITH [MAJOr HACTPOMKM IapamMeTpOB aBTOHOMHOM pabOThI

MIPUJIOXKEHHsI, BIOEpUTe OHO U3 CIIeTyIOITUX JIeMCTBHM:

1. IlepeiiuTe B maHenb HAacTpoek W B pa3zeiie CeThb M JHUCKOBOE MPOCTPAHCTBO

Ha>XMHTe KHOIIKY ABTOHOMHas pa60’ra.

2. B kxomanmHoM meHwo BoiOepuTe Paiim > ABToHOMHas paGora > Ilapamerpsl

ABTOHOMHOM PabOTHI.

Ha skpaHne oTkpoeTcsi quanorosasi laHeIb HACTPOWKY NapameTpoB (cM. Pucynok 1087).

MapaMeTpbl aBTOHOMHOK paboTbl x

ABTOMATHUECKKW BRIBUPETE oBHapyHeHHO:

COCTORHKME NOAKAKYMEHWMA

PyuHoi BeiBop cOCTOAHMA NPM 2anycke:

Mcnonszosate pexvn paboTsl

NPeabliyLLers ceaHea
3anpocKTe COCTCAHME NOAKIHYEHIA
MoaknouEH K CeTIH

ApToHoMHaA paboTa

OTNRABNTE HEOTNPABNEHHBIE cOOBIUEHWA NpK

MOAKARHEHMAT

Aa Her (@ Cpopawwsats

3a rpyats :’.EI-I:IEILLI,EHI.-{H AN MCNCABEIOBAHMA B

AETOHOMHOM peXuMe NP OTEAKYEeH W7

la Her @ Cnpalwvears

Ok OtrieHa

Pucynoxk 1087 - Hactpoiika mapaMmeTpoB aBTOHOMHOM PabOTHI

Bribepute ABTOMaTHYeCKH BBIOMPATh COCTOSIHME MOAKIIOYEeHHUS /1Jis1 MOHUTOPHHTA

COCTOSAHHA CeTeBOIro IMOoJKII0YeHss 1 dBTOMAdTH4eCKOI'0O BbI60pa pexxuMa ABTOHOMHOM pa60TbI.
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Bribepute cocTosiHME CETEBOTO COeIMHEHUWs TpH 3allyCKe HCXOAS U3 CJIeTYHOIIUX
BAapUAHTOB:
— KUCIIO/Tb30BaTh PEXXUM IpeJIbIIYIIero CeaHca;
— 3aIPOCUTH COCTOSIHHE TIOJIKITIOUeHHUS;
— MOJIKJTIOYEH K CeTH;
— aBTOHOMHas pabora.

Bribepute pexxvM OTIIpaBKU HEOTIIpaBJIeHHBIX COOOIEeHWI IIPY MOJKIIIOUYeHUU UCXOJs

H3 dJieJyroIurX BapUdaHTOB:
— OTIIPABJIATD;
— He OTIIPABJIATD;
— CIIpAlIMBATh I1OJIb30BaTEeJIs.
B cjllydae, eCcin 6Y,HET BbI6paH BAPUAHT CIPAIlIMBATH II0JIb30BaTelid, IIpU

IMOAKJIIOYEeHWHU K CEeTH HJIN IIPpU BbIXOJl€e M3 dBTOHOMHOI'O peXXHMd pa6OTbI Ha 3KpdHe 6y,I[ET

OTKPBITA UajioroBas raHesn (cm. PucyHok 1088).

HeoTnpasneHHsle caobleHnn X

® Bl xoTUTE OTNRABATE celiyac HeaTn pasneHHLI2 EG:’.‘IELLI,EHHH?

Beerfa cnpawueaTth, KOrAa A NOAKNHOYANCE K CETH.

OTNpaBuTe ceidvac MNozxe

Pucynok 1088 - 3anpoc oTpaBKky HeOTIPaBIeHHBIX COOOIIeHUI
BribeprTe pexxyM 3arpy3Ku COOOIIIeHHM TP MCII0Ib30BaHUSI B @BTOHOMHOM peXXUMe:

— 3arpy>arh;
— He 3arpyxarb;

— CIIpAIIWBATH IIOJIb30BaTEJIs.
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B ciydae, eciu Oyner BbiOpaH BapyaHT CIpalIMBaTh IOJb30BaTess, IIPU BXO/le B

ABTOHOMHBIN pexum p860TI)I Ha 3KpaHe 6y,11€T OTKPbITA JHUAJIOTOBAs IIdaHeJIb (CM. PI/ICYHOK

1089).

Jarpyzka coobuleHuA %

® KoTuTe 2arpy3nTe cooblWeHHA 408 SBTOHOMHOR paboTel Neped Nepexogon 8 3ToT pexum?

Beerga cnpallivBath, KOFAS A NEPEXEKY B ABTOHOMHBIH Pk,

Jarpy3auTs ced4ac MNozxe

Pucynok 1089 - 3arnpoc oTiipaBku HeOTIIpaBIeHHbIX COOOIIIeHHUN
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11.4HacTtpoiika napaMeTpoB CeTeBOro CoeINHeHUs

HJ’[SI TOTO, YTOOBI OTKPBITb OHAJIOT HaCTpOfIKI/I IapaMeTpOB CEeTEeBOI0 COedVHEeHUH],

nepeiivTe B IaHeIb HACTPOeK U B pa3zierie OcHoBHBIE > CeTh U JUCKOBOE MPOCTPAHCTBO >

Coenunenue HaxxmuTe KHONKy Hacrpouthb. Ha skpaHe oTKpoeTrcs uajior, B KOTOPOM BbI

MOXXeTe HACTpOUTb IIPOKcH s jgocryna B HMHreprer  (cm. Pucynok  1090).

Ma PaMETPRI COBAWHEHWA

HacTpo#ka NpoKcH A0A A0cTyna B MIHTepHeT

bea npoxck

AETCIME?M UECKW CNpedenfTh H-al:TFICIIﬁKH MPO%CKA AR ITOWA CETH
ol éM_r.nc:m bIDBETE CHCTEMHBIE HACTRORKH NPOKCH

PyuHaR HACTPORKS C2pEMCA MPOKCH:
HITF npokow: MNapT: 0
TaksE KONQNBI0EATE 3TAT NPoKon 408 HTTPS

HTTPS npokcu: MNopT: 0

¥aan SOCKS: Napr: 0

SOCKS4 @ S0CKS S

URL aBToMaTHUSIKON HACTPORKK CEPENCa MPOKCH:

OEHOBMTE

He Mononk3nsaTh NpOECK 4nas

Mpwraep: gow.ry, net.nz, 192.7168.1.0/24

Coeguuenns ¢ localhost, 127,001 W 2] HUKORLS HE NPOKCHEYIOTOA.
He sanpawWeate ayTeHTnbrEanmio (ecaw Suin coxpadién napans)

Ornpasnate DMNS-3anpackl 4epea NRoKoH, Monankaya SOCKS 5

Bearoumte DMS wepez HTTPS

0K JTaeHa

Pucynoxk 1090 - Hactpoiika mapameTpoB CeTeBOro COeJJUuHeHHsI
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11.5Hacrpoiika yBeqoMeHui 0 IPOYTEeHHHU

HJ’[S{ TOTO, YTOOBI OTKPBITH JHUAJIOTOBOE OKHO HaCTpOﬁKH yBeaomMJiIeHrsda O IIpOYTeHUH

COOOITIeHus, IepeljiuTe B TaHeldb HacTpoek W B pasneie OcHoBHble > YrteHue wu

oToOpaxkeHHe HAXXMHUTe KHONIKY YBeJoMJIeHUs1 0 mpouTeHuH. Ha skpaHe oTKpoeTcs: maHesb

HaCTPOMKH (cm. Pucynok 1091).

YeepgomneHwa o npo4YTeHHK X

Beerpa IaNpallveaTe yEEJO0MAEHME O NPOYTEHMM NpW OTNpaBKe EDDE-LIJ.EHHE

ﬂp?‘l noayYeHK YESAOMAEHWA O NPOYTEHWK.

@ Ocragnate ero & nanke «Bxoaauives

nEpEMEETHTh ErQ B Nanky *"-DTI'IFI-EB\."IEHHI:.IEP

HPM nodyyeHWK 3anpoca Ha yeefomMieHne O NpoJTeH .

Hukoroa He octn paBAATE YESAOMAEHME O NPOYTEHKMKM

@ OTNPABNATE YESAOMNSHWA O NPOYTEHKK 1A HEKOTOPEIX COOBLLEHWH

Ecnu A He Haxoxyck B cnvcke «Kowmy» i «Konuas:  Cnpawneats b
Ecnv OTNRABUTEN HE HAXOAWTCA B MOEM AOMEHE: CnpawreaTs b
Bo Boax ccTaNkHbIX CAYHanAK: CnpawWeats =

QK OTneHa

Pucynok 1091 - Hactpoiiky yBegomiieHUi 0 IPOYTeHUH
HactpoiiTe cienyomye napamMeTpsl yBeIOMIIeHHUIH:

1. 3ampoc yBefgomiieHHsI O TPOYTEHUH TTPH OTIIPaBKe COOOIIeHUH.
2. Tlamka asist cooO1eHus IPY MOJTyYeHHUH YBeJIOMJIeHHS O IPOYTeHUH.

3. HOBEHQHI/IE IIpU TI0JIy4eHHH 3aIIpOCd Ha yBelOMJIeHHe O ITPOYTeHNH.

11.6HacTpoiiku cocTaBIeHUSI COOOIIeHHS

YT0OBI OTKPLITH IIdHeJIb HACTPOEeK KaJleH[ddp, IIeperiuTe B IaHejlb HACTPOeK U

f CocraeneHue
Ha)XXKMUTEe KHOIIKY
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11.6.1 CocraBieHue nucem

B naHHOM paspenie Bbl MOXeTe HAacCTPOUTH Clle[ylOIllde IlapaMeTpbl, CBs3aHHbIE C
COCTaBJIeHUEM ITHCeM:

1. Cnocob nepechiky cooOITeH s (BHYTPH COOOIIEeHMsI, KaK BJIOKeHHe).

2. B03MOXXHOCTB /106aBIIeHuUs paclIMpeHys K UMeHU ¢aia.

3. Hacrpotiika neprojia aBTocoxpaHeHUs TUceM (B MUHYTax).

4, 3anpoc IIOATBEPXAEHHWA IMPHU OTIIPABKE COOGH.[E‘HI/IH C MCIIOJIb30BaHHWEM COYeTaHUM

KJIQBUIII.
[TpoBepka npaBormycaHus epef] OTIPABKOM COOOIIeHUH.
Bxutrouenue npoBepku MpaBOIIMCAHUS TIPU HAbOpe TeKCTa.

S13bik ipoBepkwu npaBonucanus (Pycckmit, Aurnuiickmii (CIIIA)).

[TapameTpsl mpudTa nucbMa (ums mpudTa, pa3mep, IIBeT TEKCTa, IBeT GpoHa).

A

Hactporiku ¢opmara Texcra (Mcnosmb3oBaTh ¢opmar A63ama BMecToOOBIYHOTO

TeKCTa 110 yMOJIYaHHUIO).
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Haxmute kHonky IlapamMeTpbl OTHpaBKH ISl HACTPOMKU TEKCTOBOro ¢dopmaTta, Ha

JKpaHe OTKPOeTCs JIAAJIOrOBast [aHeJNb (cm. Pucynok 1092).

MapameTpsl OTNPaBKH X

Tekcroewd dopmar
Mo BOIMORHOCTH aTnpaenATe fDDﬁLIJ,EHHH B EWQe NpOCTOrD TeKoTa

MNpw oTnpaeke coobwenni B gopmate HTML, 8K yKazaHo, YTo oduH ik Gonee agpecaTos

HE MOrYT NOAYHaTh NOYTY B opmate HTKL:

OTNpaenATy CoobLeHHe B BHAE KIK NPOCTOro TEKCTa, TaK M HTML b

MNpHMeYaHUe: NPEANOYTHTE Nk HEIE ¢IODM3TBI MOXNHOD YKaZeIBATE B EﬂpECHDﬁ KHUMe.

AoMedsl, NoAdepEMEI0WMEe HTML AoMedsl, NoAAEPRUEIDLME NPOCTOR TEKCT

Mpw oTnpaeke cooBleHna HA agpec, AOMEHHIA YaCTh KOTODOMD HAXOAUTCA B OAHOM U2
CNUCKOE Hiee, MolQdue MoyTa aBTOMATHYECKH NOCKAEET COODLLEHNE B NPAENAEHOM
hopmare.

Aobasume...

¥A3anuTe

Pucynok 1092 - Hacrpoiika TekcToBoro ¢gpopmara cooOIieHuin

Bribepure nerictBus nipu otnpaBke coobieHnid B ¢popmate HTML ecnu ykasaHo, 4to

OJIVH WK OoJlee aipecaToB H MOTYT Noly4aTh nouTy B dpopmare HTML:
— OTnpaBnsThk coobIleHre B BUE KaK MPOCTOro Tekcra, Tak 1 HTML.
— CnpaimBaTh 4TO JieaTh.
— [Ipeobpa3oBeiBaTh COOOIIEHNE B TPOCTOM TEKCT.
— OtnpaBnats coobmenvie B HTML.
[Ipu Heobxomumoct chOpMHUpPYHTe CIHMCOK AOMeHOB, nopajepxuBaromux HTML u
MO/IJIEPXKUBAIOIIMX TPOCTOM TeKCT. B 3ToM ciyyae mpu oOTIpaBKe COOOIEHUsI Ha ajipec,

AOMEHHdd Yd4CTb KOTOpPOro COOEpKUTCHA B OJHOM M3 CIIMCKOB, IPUIIOXKEHHWE dBTOMdTHU4YeCKU

OTIIPABUT €T'0 B [IPaBUJIbHOM (bopMaTe. ,HJ'ISI 9TOI0 BbI6epI/ITe OIHY U3 3dKJIdJOK:

— Jlomensl, nogaep>xuBatoniue HTML.



1019
502220.29144487-2016-01 34
— JloMeHbI, TOJIeP>KUBAFOIITHE TTPOCTOM TEKCT.

HJ’[SI lIOﬁaBJIEHI/ISI HMeHU JIOMeHd HAXXMHTe KHOIIKY HOﬁaBI/ITB, Ha 3KpdHe OTKPOEeTCs

Hasioronas [1aHejb BBOZA WUMeHU OMeHa (cm. PucyHok 1093).

JoBaenTe uma e cnucok «<[Nogaepsea HTML: >

® raa gomena:
I

o

Pucynok 1093 - BBog numenu nomeHa

HJ’[H YAaleHus UMeHU TOMeHd U3 CIIMCKd HA’KMUTe KHOIIKY YnaJme.

11.6.2 Appecanus

PaSnen dJIJpeCdlilii HdACTPOEK COCTaBJIeHHda COOEPXKHUT HaCTpOﬁKH IIOHNCKa JdJpecoB

(cM. PucyHok 1094):

Aapecauma

I-IFII.'i BEQAE ajpeca MCKATe NOAXCAAWWE NOYTOCBRIE agpeca B

NokansHe!x aApecHsIx KHUrax

Cepeepe xatanoros: & MoBanbHas agpecHan KHMra w VI3ameHWTE KaTanorm...
ABTOMaTHYSCKIA A0BaBNATL AAPSCca M3 MCKOAALLMX NMceM B aapecHyk khury: 2] CoBpauHble agpeca w
KaTanor no yMonqaHWia Npy oTKPLITMY OkHa agpecHoi kunre: 2] Bee aapecHsle kHWMmM v

Pucynok 1094 - Pazmen Agpecamus

B JAdHHOM pa3fiejie Bbl MOXeTe HACTPOUTHL ClleAyrolue IIapdMeTpbl, CBA3dHHbIE C

ajipecariyiel nmicem:

1. 3ajaHue MeCTONOJIOXKEeHHUS, B KOTOPOM OyJleT NPOUCXOJIUTh IOWCK IMOAXOJSIINX
azipecoB IIpu BBOJle azipeca (JIokanbHbIe aapecHble KHUTH, CepBep KaTalo0roB).
2. ABromaruyeckoe pAo0aBjieHHe aJipecoB W3 HCXOASIMIUX IHCeM B 3a/IaHHYIO

aZipecHyI0 KHUTY. BpibepuTe BapuaHT M3 CIIMCKA JOCTYIHBIX aJ]peCHBIX KHMUT.
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3. Katasior 1o ymMoI4aHuIO IIpU OTKPBITUM OKHA afipeCcHOU KHUTH. BuibepyTe BapuaHT

N3 CITMCKA JOCTYIIHbIX a/I[p€CHbIX KHUTI'.

11.6.3 Bioxenus

B nanHOM paszesnie Bbl MOXKeTe HACTPOUTDH IAapaMeTphl, CBSI3aHHbIE C BIIOXKEHHUSMHU B
nucbMa. Ucnonb3yiite nepekitodaresib IIpoBepsaTh Ha 3a0BITHIe BJIOMKEHMS JIJIsi BKIIIOUEHMUS
MIPOBEpPKH 3abbITOTO BIIOXKEHUS! B MUCbMO. B ciyuae, eciu B mporiecce BBoJla TeKCTa IMHUCBMO
OyzeT coliep>kaTh OJTHO M3 KJIIOUEBBIX CJIOB JJIs HAIOMUHAHUS O BJIOXKEHWU, B HKHEW 4aCTH
MOSIBUTCS UHPOPMAIMOHHAs TaHeJb, cojiepkaliasi WH(POpPMAlMIo O HaMIeHHBIX KJTF0UeBbIX

CJIOBaX, a TakXe ABe KHOIKH (cM. Pucynok 1095):
— JTo0aBUTH BiIOKEHHEe - TI0 HAXXAaTUIO OTKPOETCs CHCTeMHBIA IUaJIOT Ui BbIOOpa
(aita BlIoxeHUs
— HamomMHuTB moO33Ke - HaOXXMUTe [JIsI BHIBOJA HAaIIOMUHAHUS HEIOCPEeACTBEHHO IpH

OTIIPaBKe ITKMCbMaA.

B cityyae, ecniu maHesib HAIOMUHAHUS OTKPBITA, JIMOO yCTaHOBJIEHA HAIOMHUTD T103XKe,
IIpU OTIIpaBKe MHCbMa Ha 3KpaHe BO3HUKHET coobineHve "Bbl 3a0bL1M BIOKHUTH daiin?".

Haxxmute OTHpaBUTS U1 OTIIPaBKU COOOIIeHUsI 6e3 BIIOXKeHUSI.

4

@aiin [paexa Bwg Borasute @opumar HacTpe@fkm  MHoTpymewTsl  Cnpaseka
E> OTnpaedthb ."3', MpaeonycaHye v ) BesonacHoCTb v & COXPaHUTD v I‘J BnoMmnTe v
01 AnekcaHgp CwmupHoe <alexandrsmi.. v {onWA  CKpbITad konua  DBpaTHelR anpec
Kby Flena HanomuHanue o BnoxerLM x

Tewma:  Attach ® Bel 3abblav BNOXKKUTE hain?

Attachment

ﬁlJ HafgeHo 2 knioYess!x CNoBa BnoeHy... attachme.., JoBaenTe BNOMEHHE. . HanoMHUTE noaxwe | W x

Pucynok 1095 - HanoMunanue o 3a0bITOM BIIOXKEHUU
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Jlist popMUpOBaHUS CIMCKA KITOUEBBIX CJIOB HAlIOMUHAHWNA O BJIOXKEHHWSIX B TAHEH
HaCTpoeK HakmuTe KHOINKY KilloueBble cI0Ba, Ha JKpaHe TOSBUTCS JTUAJIOTOBOE OKHO
(cm. Pucynok 1096) co cmrckom KITFOUeBBIX CJIOB JjIsl HAIOMHHAHUS O BIOXKeHUH. C ITOMOIIbIO
JIAHHOTO OKHAa BBl CMOXKeTe J00aBJIATh HOBbIe KJIIOYeBbIe CJI0Ba, a TaK)Ke HM3MEHSTh WIA

YAAIIATD y2Ke CylleCTByroire B CIIMCKe.

KmoyeBLle CNOBa ANA HAMNOMUHAHMA O BAOMEHHH x

WofOdwac MNouta GyaeT NpeaynNpexIaTe Bac O TOM, HTO Bel 3306141 BAOXWUTE Galn, COK Bkl
nenpoByerse oTNPAETE NMCLMO, COASEHALes OAHO W3 3THX KAHIMEREIX CNGE,

o
pof
x5
ppt
rtf
pEs Yaanute
attachmeant

attach

attached

attaching

enclosad

W

cover letter

BIOMHE HME W

Pucynok 1096 - KittoueBble ciioBa HalOMUHAHUM O 3a0BITOM BJIOXKEHUU

CO303Th...

NamermTe. ..

11.7HacTpoiiku NnpUBaTHOCTHU U 3aIIIUTHI

YToOhI OTKPLITH IIdHEJIb HA4CTPOEK KaJleHIdaps, IeperuanuTe B IIaHeJIb HACTPOEK U

MpweatHOCTE 1
HaXXMUTE KHOIIKY il
11.7.1 IIpuBaTHOCTH

B OdHHOM pa3fiejie Bbl MOXeTe YCTdHOBUTDH HaCTpOI;'IKI/I ITPUBATHOCTHU COO6H.I€HHI>1

(cm. Pucynok 1097).
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[MpUBaTHOCTE

Coep)KMMOoe 3NEKTPOHHOW NO4ThI
] FazpewwTe 8 cOOBIUEHWAY NOKAZ COASDKMMOra 13 MHTepHeTa McEamueHWA. ..
Copepsumoe seb-caiitos

[MoMHWTE NOCEIWEHHBIE MHOR BE5-CAATH 1 COBIAKK

MpYHMMETE KyKW C CaNTOR MCEAHIUEHWA..,
MpHHUMETE KyKW cO CTOPOHHWY cadTos!  Bcerga ~
CoxpaHaTe KyKM: A0 MCTEUEHMA CPOKA WX ASRCTEMA v MokazaTe KykM...

OTnpasnATe Beb-CaATam CWrHan «He OTCAEKWMESTh», 03HAUSHLWKWA, UTODR! Bhl HE XOTHTE,
YTOBR BAC OTCNERMEANW

Pucynok 1097 - Ilanens HaCTpo¥KY NPHUBAaTHOCTU

Copep)>xuMoe 3/IEKTPOHHOM NOMTbI
Bribepute Pa3zpemuTh WiIHM 3allpeTHTh B COOOIIEHHSIX IOKa3 COAEP:KHMOro H3
HHTEpPHeTa, IPM 3TOM eCTb BO3MOXKHOCTb 3aJaTh CIIUCOK CaWTOB, COJIEPXKUMOE KOTOPBIX
NPUHYIUTEILHO — pas3pelieHo Jyis [oKa3a WiIM  3a0iiokupoBaHo. [l ympasiieHus
WCKJTFOUEHUSIMA HaOXKMHUTe KHOTIKY MICKJII04YeHusI, Ha S9KpaHe OTOOPA3UTCs JUAJIOTOBast TIaHe b

penakTUPOBaHHUS HCKJTIOUeHUH (cm. PucyHok 1098).

Wewnrouenns — Cogepessimoe mz VIHTepHeTa

Bal MOHETE YKAZATE, © Kaknx Bed-CaliTon PaspeleHs 3arpyaTe n30SPEKeHA W APYTOR COAEPRIMOE B MIHTEDHETA. Bl TAKEE MONETE
PAIPELLNTE FATRYIKY NBOMD COAERMNMOr U3 WIHTERHETA HE DCHOBE BAPECE INEKTROHHOH NOUTH CTNREEWTENA. BRAUTE agpec caiita
AR BNERTROHRON NOUTH, KOTORBIM BB X0THTE YNRABAATE, W SATEM WENKENTE <BNOKRROBATE= WK «<Pa3peilinTh=,

Ajpec ped-canra;

Cair Cratyc
bty renyafficeru PAZPEWNTE
OTMEHa COo¥paHiTE M3MEHEHKA

Pucynoxk 1098 - Hactpoiika mapamMeTpoB CeTeBOro CoeuHeHusI
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Ha JIAHHOW JHaJIOTOBOM ITIaHEId BBeJUTe azipec BE6-CaﬁTa, 3aTeM Ha>XMHUTe KHOIIKY
BJIOKI/IPOBHTI) 50)151 PaBPEIIII/ITL. Anpec OKa’XXeTCH B CITMCKe C COOTBETCTBYIOIIUM CTAaTyCOM.

HaxxmuTe YaamuTh caiiT wiv Y IaJduTh BCe CAHTHI JIJIs yAaJleHHsI 3JIEMeHTOB U3 CITMCKa.

B cnydae, eciiu comepkuMoe U3 HHTEpHeTa 3abJIOKMPOBAHO, COobIeHue Oy et
IIOMeYeHO COOTBEeTCTBYIOIMM coobireHueM (cMm. Pucynok 1099), a Takke 1osib3oBaTes0

IMpeaoCTaBJIsAeTCd MeHIO U3SMEeHEeHH I HaCTPOeK 6J'[OKI/IpOBKI/I.

# @ HenpouwTaHHoie M dmar & KodTaer @ Memsm [ Bnosexar 3 Hr o< B
Honlos 2022 HH 44
1 2| |0 ABTOD or _
3 Hoboe cobtmae

Fomasas Modlguac Koamasas MofiOgac Ceronra
Japrpa
@ Npegrronugme |2 grs)
Elena Smamava El=na Smimova
HKomanga MoiiOdumc oo =0 W e

o fpbpo nowanosare 8 MoROdwmc!
pec Homanmga MoROdec
Y Anexcangp Cvupios W

B8 B usnax fesonacsiocs, MyOfticehail saf 1 TG e FAPIRY COEPHHMOTD M3 WHTepsnT, Hacrpafme v X
Mgkasamh cogapsmAMos HE HHTEpHET B 3TOM oo EHI
MDﬁDdJI"IC MIMENIATE MBTROHHK CONSPHEMOTD 1a MHTEpHET
Prapaunars cogepsorss 12 Harepseta ¢ hitps ) techwr rryedfice ru

Papeuwrh cogepromos W2 HrrepreTa o techarmyotfice.ru

HenpouwTarneo: 0 Bcero: 17 m Meponpesmian

Pucynoxk 1099 - biiokupoBka nokasa cofep>XMMOro 13 UHTepHeTa

Conep>xumoe Be6-caToB

[ToMHUTD TTOCeIleHHbIe MHOU Be0-CalThl Y CCBIJIKU
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Bribepute npu HeobxomumocTu Hactporky IIpuHmMMarTh Kyku ¢ caitoB. Haxmure
KHOIIKy McKII04eHus1, Ha 5KpaHe OTKPOEeTCSs AUAJIOr0oBasi IlaHeJIb HACTPOMKY UCKIIIOUYeHUN ISl
Cookies (cm. Pucynok 1100). Ha ganHOM 11aioroBoy maHeIu BBeJIUTe aJipec BeO-caiiTa, 3aTeM
HaXMUTe KHOTIKYy BbiiokupoBaTh, Pa3pemuts Ha ceccuro wiv Pazpemmuts. Afnpec okaXeTcs
B CIIMCKe C COOTBETCTBYIOIIMM cTaTycoM. Haxxmure YaanuTs caiit wiv Y JaJuTh Bce CalThI

JJIsL yYAaJleHrusa JJIeEMEeHTOB n3 CIIMCKaA.

Weenrouenna — Kywkm x

B MOMKETE YKAZATH, © KIKMX CaiToR BCRTAA MEPHHIMATE WAH OTRAOHATE KyKH, BEEAWTE TO UM agped caiita
W HAEMATE KHONEY «EHDH’IPDEETI:M «p SIPELUNTE HA CRCCHED= WAk <IF'33PELIJHT'_=»

Aapec sef-cadma:

Cair Cramyc
hitp:/fmyoffice.ru Pa3pelWnTe HA CECONKD
OTMEHS COXPaHITE H3IMEHEHHA

Pucynok 1100 - Hacrpoiiku uckmouenunii Cookies
Bribepute pexxum npuema Cookie cO CTODOHHUX CaWTOB:
— BCeraa;

— C TTOCeNIeHHbIX;

— HUKOT/A.
Bribepute pexxum coxpanenus: Cookie:

— JIO UCTeYeHUsI CpPOKa UX JIeUCTBUSI;
— 110 3akpbITHs MHOM «MonOduc I[Tourtay;

— CIIpaIlIMBaTh KaXJIbIA pas.

11.7.2 I1apoau

[Tpunoxenve «MoiO¢uc Ilodyra» mo3BoOJIssleT 06e301ACHO  XpaHUTb MMeHa

MIOJIb30BaTeJIeN U MapoJIv, UCIIONIb3yeMble JjIs TocTyna K cepBepaM (cM. Pucynok 1101). Ilpu
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OTOM Yy IIOJIb30BaTeJId HeT HeO6XOlII/IMOCTI/I KK IbIM pa3 BBOOUTHL HX IIpHU IIOYTOBBIX

ollepanusx, 3To TpeOyeTcsl TOJIbKO IIepBbI pas.

Maponu

MoRCdme Moyta MOXEeT 2aNoMUHETE NAaPOAM BOEX BAWWME YUBTHEIX Januceid, CoxpaHEHHBE Napoam...

MacTep-napoib 3AUMILAET BCR BALIM NADOAKM, HO BaM HYHHO BYART BEOLWTE €70 O4WH DA% B CB0CMHD.

McOons30BaTE MACTEp-NAPoNs

Pucynok 1101 - Hacrpoiiku naposieit

Haxmure Ha KHOIIKY COXPHHEHHI)IE napoJia jid IIpocMOTpd, U3MEHEHU U yIdJIeHUs

VIMeH T10J1b30BaTeslel U CoOXpaHeHHBIX naposel (cMm. Pucynok 1102).

CoxpaHEéHHBIE NOTHHEI

Ha gawem KOMMNBKOTEDE XPIHATCA NOTHHE ANA Cnegyro WMy npoea Iﬁ,.'.'l,E poB

=

Mposaiasp — MmA NoAb30BaTEéAR MocnegHee H3MEHEHHE
@ https://mail-techwr.myoffice.ru (sa.. alexandr.smirnov@techwr.myoffice... 25.10.2022

@ imap:/fimap-techwr.myoffice.ru (.. alexandr.smirnov@techwr.myoffice.. 25.10.2022

¥oanwte BCe OToGpasuTe Napoan

3aKphITh

Pucynok 1102 - YnpaBnenue coxpaHeHHbIMH HapOJIsIMU

JlJis TOTIONHUTENIbHOW 3all[UTHI Tapojiell MOXKHO MCIIONIb30BaTh MacTep-NMapob. Jlis
aTOro BbiOepuTe Iepekiiovareinb Mcmosab3oBaTh MacTep-Hapojib, jajiee UCIONIb3yWTe
kHOnKy CMeHHMTBH MacTep-mapoJjib. Ha skpaHe OTKpoeTcsi IMajioroBasi IaHeslb, Ha KOTOPOH
OyzeT npeyIoXKeHO BBECTH TeKYIIMi apoJjib U 33/1aTh HOBBIM MacTep - maposib. CTOUT y4ecTb,
YTO IIOTepss MacTep-TNapojisi NpuBelleT K IloTepe JOCTYyIla K 3alllMIeHHOW WHpOpMaIUu

ITPUITOXKEHHU .
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11.7.3 Coam

B OAdHHOM pasejie Bbl MOXeTe YCTaHOBUTDH HaCTpOfIKI/I dHTH-CIIaM (l)I/IJ'[prOB

(cm. Pucynok 1103).

Cnam

3060t Bbl MONETE YCTAHOBWTD HACTPOMKI 3HTW-CNAM QWABTDE NO YMOAYEHKID. HACTPORKA aHTW-CNam

DANLTRA, CNEUMDUEHBE 147 YUETHOR 33NK0M, MOTYT G8Th YCTAHOBNEHR! B MADAMETRAX YUBTHOR 3aMMcH.

Korga A MoMEUa CO0DWEHKA Kak CNam;
O Nepepewats ux B nanky «Cnamds yUETHOR 3anMcw
YAANATE WX

O MEYATE coofwenna, anpegen BrHBIE KAK CRAM, KaK NPAYHTaHHL

YianiTe gaHHme oSyUeHHA
BRAFUMTE BYPHAN PABOTE 30aNTHBHOND aHTH-CNAM GUALTRE .u.a - i

Pucynok 1103 - Hacrpoiika aHTu-criaM GUiibTpoB
[Tosib30BaTeio MpeoCTaBIISIOTCS CIIeIyIoIIe BO3MOXXHOCTH:
—3a7laBaTh IOBeJleHHe TIPU TIOMeTKe COOOIeHWs KaK ClaM: IepeMellartbh B TamKy
«Crniam» Wi ynansTh;
— OTMeuaTh COOOITeHMs, OTpeJieJIeHHbIX KaK CIlaM, KaK MPOYUTaHHbIE;
— BKJIIOYATD KypPHAJI pabOThI aJITalTUBHOTO CIIaM-QUIIbTPa;
— TOKa3bIBaTh XKyPHaJI pabOThI aHTU-CIIaM QUIIbTPA;

— YAJJIATh JdHHbIe O6y‘IeHI/IH dHTH-CIIaM Cl)I/IJ'Ipra.

11.7.4 3amura

B AAdHHOM pa3zziejie Bbl MOXXeTe YCTAHOBUTDH HaCTpOﬁKH 34l THIL.

O6Hapy)xeHue MOLEeHHUYecTBa

[Tpunoxenve «MoiOduc Ilodyra» 103BOMSIET aHAIM3WPOBATh COOOIIEHUS IS
BBISIBJIEHUS IIO/IO3PUTENIbHBIX INHMCeM. /[l BKIIIOYEHMsS] 3TOW BO3MOXKHOCTH HCIIOJIb3YHTe
nepekmtodaresi HMudopmupoBaTh He sABAAeTCA JH YWUTaeMoe MHOKI COO0OIeHHe

nmoaA03puTe/JIbHBIM IIHCBMOM.
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AHTHMBMpYC
IIns  obnerdyenuss paboThl aHTUBUpPyCa TPWIOXKEHHWe TI03BOJISIeT  IOMelaTh
Iogo3puTeibHbIe COO6III€HI/I$I B KdpPdHTHH. I[J'IH 3TOro I/ICHOJII:3YI7ITe Iepexryiro4areiib

Pa3pe1mrr1, dHTHUBHUPYCY IIOMEIIdTh B KAPAHTHUH O0TAEJIbHbIC BXOAAIIIHEe COOﬁHIEHI/Iﬂ.

CepTtudpukartbl

Paznen cepTrduKaTOB BRINISIUT CileqyomuM obpaszom (cM. Pucyrok 1104):

CepTMdUKaThI

Karga cepeep 3anpalliBasT AMUHLIFR cepTrduikaT

Otnpasnate aeTomatdueckd D CnpalmeaTs Kaxasii pas

Janpawuveats y OCSP-cepeepol NoATEEDXAEHME TEKYLLETD CTATYCA CepTrhUKATOR

Y¥npasneHve CepTHdMKaTamM. .

YCTpoWCTEa 3aLUMTRL...

Pucynok 1104 - [lanesns ynipaBieHus: cepTuduKaTaMu
VYcTraHoBuTe feiicTBHe TIPU 3alpoce CepBepoM JINYHOTO cepThudUKaTa:

— OTIIPABJIATH dABTOMdATHYECKH;

— CIIpAlIINBATDb KaXKTbIA pas.

[Ipy HeoOxoIMMOCTH BKJIIOYUTEe HACTpoMKy 3ampammBatb y OCSP - cepBepoB

IMOATBEPIKIEHHE TeKYyIIero Craryca CEPTI/I(I)I/IKRTOB.

s neiicTBul ¢ cepTUdUKaTaMu HAXKMUTE KHOINIKY YmpaBiieHue cepruduxaramu. Ha
9KpaHe OTKpOeTCs /MajoroBasl IaHeJlb, C IIOMOIIbIO KOTOPOW BBl CMOXKeTe IPOCMATpPUBaTh
COXpaHeHHble CepTU(UKAThl, UMIOPTUPOBAaTh HOBBbIe CEPTUQUKATHL, a TaKKe YHAIATh UX U

C0371aBaTh pe3epBHYIO konuio (cM. Pucynok 1105):
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Ynpagnenwe ceprndrKaTasid x

Balm CepTHOUKATE PELIEHHA MO 3YTEHTUAHKALAN Miaan Cepeephl LIeHTPE CepTHEHEALMY

¥ BAC XPAHATCA CEPTHMHKATE, CMCKAWNE 407 HAEHTHEHKAUWH CNegy oMy WeHTROB CERTHHKILMA

Ima cepTngmkaTa YCTRONCTED 33LUNTE I
w AC Camerfirma S.0. -
Chambers of Commerce Root - 2003 Builtin Cbject Token
Glabal Chambersign Root = 2002 Builtin Objec Token
v AC Camerfirma 54 CIF 282743287
Camerfirma Chambers of Commerce Root Builtin Object Token
Camerfirma Global Chambersign Root Builtin Object Taken ~
MpocMoTpETh.. MEMEHUTE SOBERHE... MMnNopTHRoEaTE... SKCOCPTHROBESTE.. YAa0MTE WK HE AOEEPATE..
QK
Pucynok 1105 - [lanesns ynipaBienus: cepTuguKaTaMu
):[JISI yYlpaBJ/ieHUus HIPI(i)pa[IHefI u nemmbpaunefl HO)IKJIIO‘-IGHI/IFI, d TdKXe XpdHeHHneM
CepTI/ICl)I/IKaTOB u naponefl, Ha>XMHTe KHOIIKY YCTpoﬁCTBa 3aIlluThI. Ha OKpdHe OTKPOeTCAa
JIMajioroBasl NaHeJIb yIpaBileHus ycTpoucTBamu (cMm. Pucynok 1106).
Ynpagaeune yCTpoRcTEaMM
Magyan W yCTROACTES aLWNTH MogpotuocTa JuaveHne
w M55 Internal PKCS #11 kodule CoCToRHKME lotoeo
iy, kpunToCh KB OnucaHune EHyTREHHse KpuAToCmoKGE PSR : I
My AE 330HTEI 3raToENTE ML Mozilla.org CMEHHTE N3Q0NE
* hoayib BCTPOEHMEX KODHEBRI CERT. BepouA HW 3.68
3ApYENTE
MES Builtin Objects BaponA Fu z20
MeTka Cbw, kprAToCTYHEE
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11.8HacTrpoiiku kaneHaaps

YT0OBI OTKPLITh IIdaHEeJIb HACTPOEeK KaJleHHdapA, IieperiuTe B IlaHeJlb HACTPOeK U

L
Ha>XMHTe KHOIIKY KaneHnape .

11.8.1 OO6mue HacTpOHKU
J11s1 ycTaHOBKY OOIIMX ITapaMeTpoB KajleHAaps UCIOJIb3yUTe Clie[lyIolie HACTPOUKU B

paznene Kanengaps:

— ¢popmart nate! (monHb 1 HOsIOpst 2022 r. vu kpatkwii 01.11.2022);

— 4acoBOH NosIC (BBIOOP BO3MOXHBIX BAPUAHTOB YACOBBIX 30H);

— IepBbIi JleHb Hejleu (BbIOOP JHS He/lelii MOHeIeJIbHUK - BOCKpeceHbe);

— oToOpakeHWe HOMepa Heflelu B 0030pax U MmuHuMecsile (ipumep: Ha: 44);

— BbIOOP pabourXx U BBIXOAHBIX AHEH He/lelu;

— oToOpakeHHWe pabouyux JHed (oToOpakaThb TOJBKO pabouve AHM / OTOOpaXkaTh

pabouue + BBIXOJIHbIE JIHU);

— KOJIMYeCTBO OJTHOBPeMeHHO 0ToOpakaeMbIX pabOYMX YacoOB Ha MaHesu KajeHaaps (1
- 24);

— Havasio pabouero /iHs (0JIgeHb, IOJTHOYb, TOYHOEe BpeMsl B popMaTe 44:MM);

— OKOHYaHUe pabouero fHs (IOJIIeHb, MOJIHOYb, TOUHOEe BpeMs B popMaTe 44:MM);

— BbIJleJieHre paboyrx 4YacoB Ha TaHesu JIHS;

— KOJIMYeCTBO 0TOOpaXkaeMbIX Hefleslb Ha MaHesid KaneHaps (1 nenmens - 6 Hemenn);

— KOJIMYeCTBO TPeIbIyIINX Hellesib B 0630pe (He oToOpaxkaTs, 1 Henens, 2 Hefenn);

— HaCTpoMKa Iepuojila OToOpakeHUs MpelCcTOSIMX Meporpustiid (1 penb - 4
HeJIeIn);

— HaCTpoOWKa ITPOAOIDKUTEIbHOCTH 33[Jaui WM COOBITHS IO YMOJTYaHUIO (B MUHYTAX);

— HaCTpOMKa AaThl Havyasla 3a/1aui WK COOBITUS MO0 YMOTYaHUIO (HeT, B Ha4daJjie JIHS,
3aBTpa, Ha Clefylolleld HeJene, OTHOCHUTEJILHO TeKYyIlero BpeMeHH,
OTHOCHUTEJIbHO CJIeiyIolIero 4yaca);

— HacCTpoWKa CpOKa MUCIIOJIHeHUs 3a7laul WM COOBITHS 110 YMOTYaHUIO (HeT, B KOHIIe
IOHSI, 3aBTpPa, Ha CJIexylolled Heesjle, OTHOCHUTeJIbHO Ha4dajla, OTHOCHUTEJILHO

CJIeyIoliero 4yaca);
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— BO3MOXXHOCTh PeaKTHPOBAHUS 33Jla¥M WIA COOBITHS B OTJIeJIbHOM BKJIA/Ke, MO0 B

IIMAJIOCOBOM OKHe;

— ONTUMH3ALMS [[BETOB IJIS JIFOJIEU C OrpaHM4YeHHBIMH BO3MOXHOCTSMHA.

11.8.2 Hacrpoiiku HamoOMHHaHUH
Hactpoiite HeoOxonumble IapaMeTpbl OIOBeIleHHWssT O COOBITUSIX B paszfelie

Hanomunanus:

— BKJIIOYeHHUe / BBIK/TIOUeHre TPOUTPhIBaHUS 3ByKOBOT'O CUTHAJIA OTIOBEIIeHHUS;

— BBIOOp 3BYKOBOTO paiiia /ijisl CUTHAJIa OIIOBeIlleHNs;

— [I0Ka3 Ha 3KpaHe OKHA OIOBeleHUS;

— II0Ka3 IIPOIYIeHHBIX OIOBellleHU! 11 3alluced KajleHapen;

— HaCTpOMKa 3a/Iep>KKU 0TOOpaskeHHsl OTIIOXKEHHBIX OIOBeIlleHu (B MUHYTax);

— BKJIIOYeHHUe / BBIKJTIOUeHHe OTIOBeIl|eHU O COOBITHSX;

— BKJIIOYeHHUe / BBIKJTIOUeHHe OTIOBellleHU 0 3ajadax;

— HACTpOMKa BPeMeHH OIOBelleHHUsl O COOBITUSX (KOJTMYeCTBO MUHYT JI0 COOBITHS);

— HACTpPOMKa BPeMeHHM OIOBelleHus 0 3a7ja4axX (KOJIM4YecTBO MUHYT 10 3a/Iauu).

11.8.3 HacTtpoiiku yBegoMieHHIt

Hactpoiite ortobpakeHne yBeqOMJIeHHM O COOBITHSIX B pasfiejie YBeOMJIEHHS, [
3TOr0 HaXXMUTe KHONKy Jlo0aBUTH yBemomieHHe. B cmucok A00aBUTCSI HOBasi CTpOKa

(cm. Pucynok 1107). HactporiiTe Bpemsi oToOpakeHHsl yBeIOMJIEHHMS, a TaKXKe KaTeropHio

HUCXOOd U3 CJIeAYIOIIUX BAPUAHTOB:

— Tepe]l Ha4aJIoM COOBITHS;
— [IocJie Havasia COOBITH;
— 1iepeJl OKOHYaHUEM COOBITHS;

— II0CJIe OKOHYAaHUSA COOBITHS.
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YeeAoMAeHMA

Mowkaskigare YEEAOMASHWA O NPELCTOALMY CObLITHAX

20 S mMuyT v Nepes Hauanom cobemiag ~ M
Lo
10— MkHYT b neped okoHYaH e cobbiTida o 1}

YEeAOMASHAR MOk HE HACTROWTE 408 Ka#A0ro KaleHiapa B okHe CEORCTE KaneHgapA.

+ [obapnte yeeaomisHng

Pucynok 1107 - Hactpoiika yBeomiieHui




